SirsiDynix’

SirsiDynix Symphony
Training Guide

Cataloging and Authority
Control




Publication Name: Cataloging and Authority Control
Version Number: 3.4

Updated: February 2012

© 2012 Sirsi Corporation dba SirsiDynix. All rights reserved.

All information contained herein is the proprietary property and
trade secrets of SirsiDynix. This manual shall not be reproduced,
fransmitted, stored in a retrieval system, duplicated, used or
disclosed in any form or by any means for any purpose or reason, in
whole or in part, without the express written consent of SirsiDynix or
as except provided by agreement with SirsiDynix. The information in
this document is subject to change without notice and should not
be construed as a commitment by SirsiDynix.

SirsiDynix grants the right of copying the enclosed material solely for
the internal business use of the end user if (1) this document has
been legitimately obtained by purchase or by license agreement
in conjunction with SirsiDynix products, and (2) this copyright
statement is included with each copy. All other copying or
distribution is strictly prohibited. Complying with all applicable
copyright laws is the responsibility of the user.

SirsiDynix frademarks include but are not limited to SirsiDynix®,
SirsiDynix Enterprise®, SirsiDynix Symphony®, SirsiDynix Portfolio™,
Directors Station™, Web Reporter™, PocketCirc™, Librarily™,
BookMyne™, Sirsi®, WorkFlows®, Unicorn®, Dynix®, and Horizon™.
Unauthorized use of any SirsiDynix trademark is prohibited.

Other product and company names herein may be the
trademarks of their respective owners and SirsiDynix claims no
ownership therein. All titles, versions, tfrademarks, claims of
compadatibility, etc., of hardware and software products mentioned
herein are the sole property and responsibility of the respective
vendors. SirsiDynix makes no endorsement of any particular
product for any purpose, nor claims responsibility for its operation
and accuracy.

SirsiDynix products are developed exclusively at private expense.
Use, duplication, or disclosure by the U.S. Government is subject to
restrictions as set forth in DFARS 252.227-7013(b)(3) and in FAR
52.227-19(b)(1.2).



Table of Contents

INEFOAUCTION ...t et e e et e e e e e e e e eeaes 1
L0 LT o I 1T I = V1 ] To T T [ SR 2
[ (=] o TN T o PP PSPPI 3
OVEIVIBW ... 4
Catalog RECOI™ StIUCTUIE .. uuui i e e e e e e e e e et r e s e e e e e e eaattaaaaeeeaeeannnes 4
2T o] [ToTo =T o] 1ol Ir- 1« R O PO PO TU PP UPPPPPPP 6
CONIIOL TAD. ... bbb 8
Call NUMDBEITIEIM TaD ...ttt e ettt e e e e a bt e e e an bt e e e anbe e e e e anbe e e e e et 10
Search and Display fOor CatalOgersS ......ccooioie i ———— 14
TYPE OF CAtAlOGING oo 16
RECOI EQITOr ... 17
OVEIVIBW ...ttt et e e e e et e e s e s et e e e e s s et e e s e nne e e e s enn e e e e s anneeeeen 17
HOW TE WOTKS .ot e e e e e e e e e 18
AIEINALIVE VIBWS ..ot e e e e e e e e e e e s eea e s 22
THIE MaAINTENANCE. ... ittt e et e et e e e e et e e 24
AAAING TIHIES o 25
Entering Special Characters and DIACIItICS. ... ...uuuuuuuuuiuuiiiiiiiiiiieiuierieiaere . 29
L0 LTl R 4 Lo =T o] (o I o 11 (o S 33
Y Lo Yo 1T YA T Lo I WL [ PP 37
DUPHICALING TITIES eeiiiiiiiiiiiiieee ettt ettt eee e 39
Deleting Titles, Call NUMDErs or HEMS ... 42
Call Number MaintenanCe ........cooeuuiiiieieeii e 50
Adding Call NUMDBDEIS/ITEMS ... e e e et e e e e eeeaeen s 50
NeW Call NUMDET @NG IEEIM ..ot e st e s eb et e s e et e e e snbeeeeenees 50
MUII-VOIUME TEEIMS ettt s et e et e s e bt e s e st e s e s et e e anre e e e e enes 54
Adding Analytics (Subfield z) to Call NUMDEIS .......cooiiiiiiiie e 55
Adding Additional Items to EXisting Call NUMDET ... 57




Editing Call NUMDBDEIS/IEEMIS ....coiiiiiiiiieieeeeeeeeeeeeeee ettt 59

Deleting Call NUMDBDEIS/IEEMS .....uuiiii e e e e e e e e e ear e 61
Global Call Number MOifiCAtION .......uiiiiiiiiiiiiii e 63
MOGITY CAll NUMDET ...ttt e et e e st e s ekt e e aab e e e s e nb e e e e anbeeeeenees 63
Modify Call NUMBET PIEfiX .....uviiiiieiiiiiieiie et s s r e e e e s s st e e e e e e e s s e nnnbaeeeeeeeeannnnnrnnes 66
[te€M MaAINTENANCE. ... 70
AGAING TEEIMS .ttt e e e eee s 70
P Yo (o I 1 (T o IV 4= 1 o PP T PP PP 70
=0 TR T g Lo 1 (=T 1o PP PP PPPPPPPPPPPPPP 73
EIt ITEM WIZAIU ...ttt s e e st e s s e e s e e e e s e e e e e r e e e e enes 73
Global Item ModifiCation WIZAr ............ocuuiioiiiiiiee et e s 74
ltem Group EditOr WIZard ........oouuuiiiii et e e et e e e e e e e eareaa s 76
N2 ol (o] 1T =2 T ST O PP OPPPPTPP 76
Creating @n HEIM LISt ....ccoo i ———— 78
O =T 11 o To J= T €T 1U | o F PR OPPPR 81
1Y CoTo 11 YT o = U TN 1= o 4 ] S 82
WWOTKING WItR GIOUPS ... eeeii ittt ettt oottt e e st bt e e s kbt e e skttt e e s bt e e e e s bbb e e e s nnnneeas 86
Special Cataloging FUNCLIONS .....cocviiiiiiiccen e e 92
BOUNG-WILNS WIZAIT......coiiiiiieeeieee et e e e e e e e 92
TranSTersS WIZard .......cooooiiiieeeee 97
Copy Cataloging Using SmartPort ........c.ccooiiiiiiiiiiii e 106
Lo 10 74 1 TR SO 106
L LY Yo IS 2 = 1 o T o PP 107
SMArtPOrt CONFIGUIALION. .....coiiiiiiie ittt et e e sttt e e e st et e e e aabb e e e e snbe e e e e snbbeeeeanbneeeens 107
Capturing and Loading RECOIUS .....oouuiuiiiii e e e e e e e e 114
COoNNECHING t0 8 Z39.50 SEIVET ...cciiiiiie ittt ettt e ettt e e e st e e e sbe e e e e anbbe e e e anbbeeeeanbbeeeesnbneeeeans 114
Searching With SMArtPOIT ...... ...t e e e e e a e e e e e e e e s bbb e e eaaaeeeannns 115
Capturing Z39.50 Records USING SMArtPOI .........oouiiiiiiiiiie ettt e e ee e 116

Replacing Records USING SMAMPOIT ........ooii ettt e e e e e e s be e e e e e e e e annneeees 118



Loading Records Using REPOITS ....ccuviviiiiiiiiiiii e 122

Importing Records with MARC IMP Ot e 122
Running the Load Bibliographic Records REPOIt.........ccoovvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee 125
(o= To I I 1 o PO PR PR 127
Lo 1] (o= To I I |« IO O TP TP OO PP PP OTPPPN 134
RS NoF- Vo [T g Yo T = o Y g = =Tod o] o <3S 136
REVIEW THES WIZANM.......eeiiiiiiee ettt e e ek bt e e e an e e e e anb e e e e e anbe e e e e nnes 136
Reload Bibliographic RECOIAS REPOI .........uuuiuiiiuiiiiieiiiuiiieieieiureierererarerererererere——————————.—ea—r. 138
Remove DELETE RECOIIS REPOIT ....couuiiieiiiiiiee ettt ettt e et e e e e snbne e e e e 140
Cataloging FEAUIES .....ccveie e eaenas 142
Y AN SO = To] o [ Yo FR = L=Tod 0] o K= 3PS 142
ADOUt MARC HOIAINGS RECOIUS ......ciiiiiiiieiiiiii ettt ettt e e et e e s enb e e e e e nbe e e e ennes 143
Yo [ [ o AV VA @ = (o] o [T o TSR =T oo {0 144
Modifying MARC HOIAINGS RECOIAS.........ciiiiiiiiieiitie ettt e b e e 146
Removing MARC HOIAINGS RECOIMIS ... ...uuuuiiiiiiiiiiiiiiiiiiiiiieieieiatetararetarererereeersrerararerersrersrersrsssrnrnssssenrnrnrnnns 148
Shadowing Records from PUblic DiSplay ... 149
Putting Items in the SNAdOW CatalOg..........uuuuuiuiiiiiiiiiiiiiiiiii et rarnrarersrnrnrnrnrnnns 151
Removing Items from the Shadow Catalog ..........c.ueeeiiiiiiiiiie e 153
Printing Cataloging Labels........cccooooii i 154
OVEBIVIBW ...ttt ettt e oottt 444444kttt et 42 o444 e s bbbt e et e e e e e e e e b nnr e e e e e e e aane 154
Creating Label Templates . .. .o 154
SPHNG Call NUMDEIS.... .ot e et e e st e e e sbe e e e abbeeeesnbeeeeeans 159
Setting a Default Label TEMPIALE.......cooiiiiii et e et e e st e e e s nbreeeeans 162
Printing Labels ... e e e ettt e e e e e aeaanns 163
Printing LabelS 0N DEMEANG.......cooii ittt e e e e et e e e e e e s e nbnbe e e e e e e e e e annnbeees 163
Printing Labels USING REPOIS ....cooiiiiiiiiiii ettt ettt e e e s e st e e e e e e e e s e anbnbe e e e e e e e e e annnneees 167
AULNONILY CONTIOl . .ueeiii e 172
AUTNOKITY DAtADaSE .....eei e e et e e e 172
F U 1 o T 1 Y2 10 L= =SS 172

Cataloging



AULNOTTEY TRESAUI ..ttt ettt e st e e et e s e bt e e e b be e e e anb e e e e enbe e e e e nnee 173

Levels of AULNOTItY CONTIOl......uueeii e e e e 173
CroSS-RETEIENCES ONIY.....eiiiiiiiiiei ettt et e e st e e e sabb e e e e sbe e e e e abreeeeabneeaeans 173
Case-INSENSItIVE CHECKING.......uuiiiiiiie ettt e s et e e e s s e e e e e e e s s et e e e eaeesaasstateereeeesssasratneeeeaesnannes 174
CaSE-SENSILIVE CRECKING ....eeiutiiieiitiie ettt e e st et e e st e e e e st b e e e e sabe e e e e abreeeesbreeeeans 174
[ =T= (o T o I Z= 11 To = 1o o S 175
Adding AULNOTITY RECOIUS.....ciiiiiiiiiiiiiieeeeeee e 178
Modifying AULNOTITY RECOIUS ..uuuiiii i e e e e e e e e e aeaaaaas 183
Additional AUthOFItY WIZArAS .......cooviiiiiiiiiiiiiiiieeeeeeeeee e 187
Displaying AUtNOFTY RECOITS ......ouuiiieiiiite ettt ettt e et e e s anb e e e e b e e e eenee 187
(D10 o] Tor=Na o AN 0L Lo 1Y =T e 0] o LS 188
[T =y T A UL 0T 1 Y2 =T o o] o LN 190
Authority Headings Without BiDS REPOIT .........cooiiiiiiiiiiiie et 191
Change Invalid Hdgs by AUthOrity REPOIT.......ccc oo 193
List Unauthorized Bib RECOIAS REPOI........oiiiiiiiiiiiiie ettt e e e e e e e s s ee e e e e e e s nnenneees 196
List Unauthorized Tags REPOIT ........ciiiiiiiieiiiie ettt 198
List AUtNOIItY RECOIAS REPOIT ...ttt ettt e et e e e anbe e e e enbe e e e e anes 200
ApPpPeNndiX A: SMartPOIT ... 202
Capturing and Loading Authority RECOTAS ........uuuiiiiiiiiiiiecce e 202
SmartPort AUthOrity CONfIQUIATION ........oiuiiiiiiiiiie ittt e et e e et e e e s breeeeeas 202
Capturing and Loading AUuthOrity RECOIAS .......ccociiii i 204
Replacing Authority Records USING SMArtPOI..........coiuiiiiiiiiieeiiiee et 209
Y= AV A1 o =T oo ] o L= 211
Saving Records USING SMAITPOIT .......cooiiiiiii ettt et e e s sbe e e e nbeeeeeans 211
SAVEA FlES HEIPET ...ttt e e e e sttt e e e e e e st bt e e e e e e e e e aannbabeeeaaaeaeanns 214
EMAIlING RECOIUS ...coiiiiiiiiiiiiiiiiiieeeeeeeeee ettt 217
Additional SMartPOrt HEIPEIS ... e 219
Change Search Pane VIEW HEIPEI ...ttt ettt e e sbe e e e s nbaeeeean 219

Add/RemMOoVvEe DeSHNALIONS HEIPET ......u ittt e e e e bbb e e e e e s e anbbreeeaaeas 220



Appendix B: Load Bibliographic Records .........ccccoovviiiiiiiiiiiiiiiineees 221

[0 Y= To I o 4 o 1 o =S 221
Title Control Number MatChing RUIE ............iiiiiii e 221
(O] o)V = o 1o =11 oo [ PRSP 222
T ] O o) 41 0] 4 1SS 224
Using the 948 Entry for Date StampPing .......cceii oo iiiiiiiiiie e e e 226
Using the 949 Entry for COPY ProCESSING ....cevviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee ettt 227
Frequently Asked Questions about Loading Variations ..........cccceeeeeeeiiiiiiiiiin e, 229

How do | schedule the Load Bibliographic Records report to load cataloged records regularly without
oY7L aTo TR (o T g Lo T 1 YR 4 U= =Y 0T o 229

How do | update existing titles without changing the copies while also creating new titles with copies in
the SAME fIlE2 ... 230

How do | update existing title records without changing any existing copies while creating new titles
without creating any copies in the SAME fil@7 .........uuiiiiiiiiiiiii e rrrererernrnrnre 231

How do | add new titles for ordering without updating any existing reCcords? ........c.cccoveeveeiriieeenniieeeennnn 232

How do | update existing titles using the 049 field in the incoming records for copy processing and load

new records using a SirsiDynix holdings State@MENL? ............uuiiiiiiiiiuiiiiiiieiiie .. 233
How do | add new titles with one default call number and copy attached? ...........ccccccvvviviiiiiiieieininiiinnnnn, 234
Load Bibliographic Records SyStem MESSAQES .......ccevviiiiiiiiiiiiiiiiiiiiiiiiiieeeeee et 235
Holding does not have corresponding Call NUMDET ............uuuiiiiiiiiiiiiiiiii e 235
There is N0 IMPOorted t0 data tO 08 .........ooeeiiiieiie e e e e eeer e e e e e s e reeeeeeas 235
[N Lo TN gL ] o [TaTo T =T =30 (o 11 T 235
L oY 1 [T To | Y] (SR 235
Appendix C: Loading Authority Records Using Reports................... 236
OVBIVIBW .. e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e 236
Importing Records with MARC IMPOTt. ... e 236
Running the Load Authority ReCOrds REPOIt .......covviiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeee e 238
Appendix D: PractiCe EXErCISE ....covuuuiiiiiiiiiiiii e 240
CatAlOgING EXOICISES . 240
Exercise 1 — Adding a tithe ManUAILY .........coooiiiiiii e a e e 240
Exercise 2 — Authorizing bibliographic headings ..........cccocciviiiiiic e 240

. o‘- ..




Exercise 3 — DUPICAING 8 Il ........oiiiiiiiiee e 241

Exercise 4 — Adding call number and item records to a new title ...........ccceeevviiiieeeee e 241
Exercise 5 — AddiNg &N iteM FECONM .........eiiiiiiiieiiiii ettt e e eab e e neee 241
Exercise 6 — Global item MOIfICALION ..........cviiiiii e e 241
Exercise 7 — Deleting a call NUMbBEr and iteM..........cooiiiiiiiiiiiiicc e 241
EXErcise 8 — DeletiNng @ LIHIE......ccooiiiieiiee e 241
EXErciSe 9 — USING SMAITPOIM .......cci ittt et e s e e e e s e s e e e e e e s e st a e e e e e e e s s anntaneeaeeeesannnrenes 242
Exercise 10 — Loading bibliographic records USINg & rePOrt .........c.ceeeiiiiiieiiiiie e 242
LT o E =T I R 1Y/ T Yo L1 Y/ T o = 1= 242
Exercise 12 — USIiNg ItemM GroUp EQItOr...........evieiiiiieeiiiiie ettt 242
Exercise 13 — Creating a label template ..........coooiiiiiii e 243
Exercise 14 — Printing labels Within @ WIZard .................uuuiiiiiiiiiiiiiie e e 243
Exercise 15 — Printing [abels in DatCh ... 243
[ (o E =T NS R I =T £1 (=T 1 o ] 0 243
EXercise 17 — BiNAING tIHIES ......ccooiiiiieiiie e e 244
Cataloging EXEICISES: ANSWELS ...ciiiiiiiiiii i e e ettt e e e e e et e e e e e e e e e e et e e e e e e e e e arata e aaaaeas 245
Exercise 1 — Adding a title ManUAITY .........cooiiiiiiiii e 245
Exercise 2 — Authorizing bibliographiC headings .............uuiuiiiiiiiiiiiiiii e 246
EXercise 3 — DUPICAING 8 Il ... .eiieiieiee e 247
Exercise 4 — Adding call number and item records to a new title ...........cccceeevveeiiieei e 248
Exercise 5 — AddiNg @n it€IM FECOIM ........uuuuiiuriiiiiiiiiieieitii i eaereee e raeeeeeseesesessssssessnrnrnensnrnrnnns 249
Exercise 6 — Global item MOdifiCAtION ...........cuuiiiiiiii e 250
Exercise 7 — Deleting a call nuMber and item............oooiiiiii e 251
EXErcise 8 — DeletiNng @ LIHIE......ccoi i 252
EXErcise 9 — USING SMAITPOIM .......coiiiiiieiie ettt e e e s e e e e e e s s bbb e et e e e e e e e annebeees 253
Exercise 10 — Loading bibliographic records USING @ rePOIt.........cooiuiiiiiiiieiiiiieee e 254
Exercise 11 — MOGIfYING @ T8 ...couveiieiiiiie et et e e e e 255
Exercise 12 — UsiNg IteM GroUp EQITOF.........ooiiiiiiiiiie et e e 256
Exercise 13 — Creating a label temPIate ..........coooiiiiiiii e 257

Exercise 14 — Printing labels Within @ Wizard ... 259



Exercise 15 — Printing [abels in DatCh ... 260
EXErcise 16 — Transferring IEEMS .....oouiiiiiiie et e e e e e e s e s e e e e e e s s ann e eraeaeeeennnreees 261

EXercise 17 — BiNAING TIHIES ......ccooiiiiiiiiiie et e e 262

5 *¥a 0
Cataloging i | ix







Introduction

The main goals of a library's cataloging and authority control
department(s) are to create records for items and maintain bibliographic
control over the collection.

A catalog is the core of the SirsiDynix Symphony database. It contains all
the bibliographic and physical item information in the system.
Conceptually, the catalog can be viewed as a complete shelf list.

Authority control standardizes terms used in the bibliographic
description of items in the catalog. It can provide cross references to
improper forms of the terms, related terms, scope notes, and other
information about the heading. Headings under authority control are
conceptually the same as the Subject/Title/ Author access in a traditional
card catalog.

This Cataloging training guide is designed to explain how the WorkFlows
Cataloging module manages title control data, bibliographic descriptions,
and volume and item information.

This guide can accompany instructor-led training. It can also be used as
review, reference or an independent study document.

The Cataloging training guide comprises eleven sections and four
appendices. Below is a short summary of each:

® Overview. Discusses the SirsiDynix Symphony catalog record
structure and the three types of cataloging that can be done in the
system.

® Record Editor. Outlines how the record editor works and the
different bibliographic record displays that can be set by staff.

® Title Maintenance. Reviews the process for adding, modifying,
duplicating, and removing titles.

® Call Number Maintenance. Details the steps taken to add, edit,
and remove call numbers and item records.

® Item Maintenance. Discusses how to add and modify item
records. It also covers how to modify a group of items in batch.

® Special Cataloging Functions. Outlines the creation of bound
titles and how to transfer catalog records.

® Copy Cataloging Using SmartPort. Details the steps taken in
copy cataloging using a Z39.50 connection.
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Loading Records Using Reports. Describes the process of loading
and importing catalog records in batch.

Cataloging Features. Reviews the process of adding, modify, and
removing MARC holding records. It also discusses how to put
items into and remove items from the shadow catalog.

Label Designer. Discusses how to create a label template and
then print catalog labels on demand or in batch with a report.

Authority Control. Outlines the structure of the authority
database, the three types of authority control, and the process of
adding, modifying, duplicating, and removing authority records.
It also covers several authority reports.

Appendix A: SmartPort. Details the process of capturing and
loading authority records, saving and emailing records, and
additional helpers available in SmartPort.

Appendix B: Load Bibliographic Records Report. Reviews the
load options within the report, using the 949 for copy processing,
different loading variations, and system messages seen in the
finished report.

Appendix C: Loading Authority Records. Outlines the process
of loading authority records in batch.

Appendix D: Cataloging Practice Exercises.

Using This Training Guide

)
VA

é
@

This guide has been designed for use during a SirsiDynix instructor-led
training. It also has been designed to be used as a reference work for the
class. Icons are used throughout the manual for different purposes. The
purpose of each icon is described below.

This icon denotes additional helpful information.

This icon is a warning. Pay special attention to this information!

This icon indicates reference information available in another
manual or to another chapter within this manual.

This icon directs you to the SirsiDynix Symphony online Help file
where you can find additional or related information.

SirsiDynix Symphony Training



Help Files

The SirsiDynix Symphony system comes with an extensive set of online
Help files. Every toolbar in your SirsiDynix Symphony system has a Help
icon (a purple book with a yellow question mark on it). You can access
Help files through the toolbar icon, from the Help option on your menu
bar, or by pressing the F1 key when within SirsiDynix Symphony.

Help files are organized either context sensitive material information with
the current window, or topically through a table of contents:

SirsiDynix Symphony WorkF lows
File HElE

€ > B &

glila

[‘i] WwarkFlows Help

@ Academic Reserves

@ Accountability

B acquisitions

@ Cataloging with Authority

@ Circulation

- About Circulation

[=h Circulation Wizard Toolbar

- Barcode Walidation Settings Wizard
Checkout wizard

- Discharge/Checkin Wizard

- Fine Free Discharge/Checkin Wizard

-~ Renew User Charges Wizard
Renew Item Wizard

- Bill a User wizard

= Pay Bill Wizard
Itern Search and Display Wizard
Check Item Status wizard

- Print Patron Card Wizard

- User Information and Maintenance Graup
Itemn Information and Maintenance Group
Holds Information and Maintenance Group

- Zpecial Circulation Functions Group

- Manage In Transit [tems Group
Circulation Wizards Properties
Warking with Circulation

- User Tabs

S SirsiDynix

» SirsiDynix Byrnphony WorkFlows Help » Circulation » CheckoutWizard

£ Checkout Wizard

The Checkout wizard is used to check out items to a library user. This wizard
displays on the Circulation, Academic Reserves, and Outreach Services toolbars.
1. Click the Checkout wizard
2. Do one of the following

« If the User Search helper is set in properties to display as the first step of
the wizard, search for the user. The helper will automatically fil in the
User ID hox with the ID you select using this helper.

« Inthe User ID box, scan the user's ID

« [ the Current button is available, click the buttan to select the last user
record that was displayed, modified, or acded.

= Type the user 1D in the User ID hox, and click Get User Information.

« Use the User Search helper to search for the user. If a list displays,

The Help File screen has been divided into three parts for explanation:

® [cons are available to move forwards and backwards through the
Help topics, to print, to access an index, and to search.

® Information is organized topically in the left-hand window. Click
on a plus sign (+) to open a folder; click on a minus sign (-) to

close it.

® The Help file is presented in the right-hand window. The
information in the Help file assists in understanding more about
software functionality and how to perform relevant workflows.

Y When you need help with a task, consult the online Help Files
first. Your online Help files are a comprehensive information set of

SirsiDynix Symphony WorkFlows.
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Overview

In this section you will learn to:

® Understand the catalog record structure in SirsiDynix Symphony

® [dentify the three types of cataloging.

Catalog Record Structure

A thorough understanding of the SirsiDynix Symphony catalog record
structure is necessary for successful cataloging. The following discussion
of the catalog record focuses on elements of the record of particular
interest in technical services work. For more information on searching
and displaying catalog information, see the Essential Skills training guide.

SirsiDynix Symphony Training



A catalog record may include the following types of information:

Title or Catalog
Fixed Fields
Bibliographic Data
(Title Author, Subject)

Call Number or Volume
R Call Number
g Class Scheme
Library
Item
Item ID/Barcode
> Item Type
Location

Price

Call Number or Volume
Call Number
Class Scheme
Library

A 4
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All catalog records in SirsiDynix Symphony must contain the title and
call number levels. These two levels of information can exist without the
item level. For example, when a title is on order, its title and call number
level records might be in place before an item is present. When an item is
not present, SirsiDynix Symphony requires a unique call number because
it lacks a unique item ID or barcode. In the different ways you can create
title and call number information in the system, you can easily assign
unique call numbers with each method.

Bibliographic Tab

Information that displays on the Bibliographic tab is common to all
volumes and items of the title, and is used primarily to describe a
bibliographic record. The Bibliographic tab’s variable length tags (Entry
IDs) contains data that is indexed for keyword searching and browsing.
The fields that display are based on the Record Format defined on the
Control tab. The default format is determined in the Add Title wizard
properties.

Modify Title

RS ES KR

1861 : the Civil War awakening / Goodheart, Adam. Fixed Fields
Control| Bibliographic| MARC Holdings| Call Number/Ttem  Bound-with
CIShadow title /
Rec_Type ‘a Bib_Lvl m TypeCtrl Enc_Lwvl 8
Desc i Entrd 101209 Dat Tp Datel 2011
Date2 Ctry nyu Tllus Audience
Repr Cont GovtPub ConfPub 0
Festschr 0 Tndx 1 Fiction Biog
Lang eng Mod_Rec Source
av
J Tag Ind. Contents
~l100 1 Goodheart, Adam.
:ﬂ 245 10 1861 :|bthe Civil wWar awakening /|cAdam Goodheart.
_ﬂ 246 30 Civil war awakening
=l 250 1sted.
=l 260 New York :|balfred A. Knopf,|cc2011.
||zl 263 1104
_ﬂ 300 p. cm.
| |zl s00 Includes index.
= s05 o] Prologue : a banner at daybreak : Charleston Harbor, December 1860 -- Wide awake : Boston,
Qctober 1860 - The old gentlemen : Washington, January 1861 -- Forces of nature : central Ohio,
[ February 1861 -- A shot in the dark : Charleston Harbor, April 1861 -- The volunteer : lower
Manhattan, April 1861 -- Gateways to the west : Carson Valley, Nevada Territory, May 1861 -- The
reaecino  Wachinaton Mawv 1261 - Fraadam's fortrace * Hamnton Roade Vikainia AMawv 1RA1 -
1
Entry IDs Return to Search

SirsiDynix Symphony Training




Modify Title
[T g iR
1861 : the Civil War awakening / Goodheart, Adam.
Control| Bibliographic | MARC Holdings | Call Number/Ttem| Bound-with
O shadow title

Rec_Type |a Bib_Lwvl m TypeCtrl Enc_Lvl 8
Desc i Entrd 101209 Dat_Tp s Datel 2011
Date2 Ctry nyu Illus Audience

Repr Cont GovtPub ConfPub 0
Festschr ] Indx 1 Fiction 0 Biog

Lang eng Mod_Rec Source

av

{ Tag Ind. Contents
~l100 1 Goodheart, Adam. o

7ﬂ 245 10 1861 :|bthe Civil War awakening /J|cAdam Goodheart.

| |=l246 30 Civil War awakening
=l 250 1st ed.
N Subfields

_ﬂ 260 New York :|balfred A. Knopf||cc2011.| <=

-l 263 1104
_ﬂ 300 p. cm.
| |zl 500 Includes index.
||~/ 505 0 Prologue : a banner at daybreak : Charleston Harbor, December 1860 -- Wide awake : Boston,

Qctober 1860 -- The old gentlemen : Washington, January 1861 -- Forces of nature : central Ohio,
Indicators February 1861 - A shot in the dark : Charleston Harbor, April 1861 - The volunteer : lower
Manhattan, April 1861 -- Gateways to the west : Carson Valley, Nevada Territory, May 1861 -- The

rreaccing  Wachinatan Maw 18461 - Fraadam'e fartrace + Hamntan Raade Vieainia Maw 1861 —— ™

Return to Search

Fixed Fields

Fixed fields are part of a MARC 21 bibliographic record description. In
MARC 21, these fields are found in the Leader, Directory, and 001-008
tags of the bibliographic record. Fixed fields contain codes identifying
specific features of the title being described. Fixed fields can be used
across bibliographic and authority MARC 21 formats, but may have
different functions in different formats.

Bibliographic Info

All formats have variable length fields for descriptive information. Some
of the Leader and Directory information, as well as other non-modifiable
fields, display in the Bibliographic Info section. Each entry has an entry
ID, indicators, and variable length data fields. Entry IDs correspond to
MARC tags.

3 o‘-
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Control Tab

Information on the Control tab, which is part of the title-level record, is
primarily used “behind the scenes” to administer and maintain the
catalog, authority and review data files. Information on the control tab is
common to all volumes and items associated with the title.

Modify Title =

Wil 5+0.00¢ iBiB

1861 : the Civil War awakening / Goodheart, Adam.

Control | Bibliographic | MARC Holdings Call Number/Item| Bound-with
Basic title information

Title control number: j9781400040155

Catalog key: 98332
Record format: MARC v
Number of volumes: 1

Title creation

Created by: TECH 4
Date cataloged: NEVER 3
Date created: 5/3/2011

Title modification

Modified by: ADMIN W
Date modified: 9/28/2011

Previoushly modified by: | ADMIN

Basic Title Information

Control | Bibliographic| MARC Holdings| Call Number/Item | Bound-with
Basic title information «f—

Title control number: i9781400040155

Catalog key: 98337
Record format: MARC v
Number of volumes: 1

® Title control number. This is the primary SirsiDynix Symphony
identification number for a title record. It can also be used as a
match point when creating or overlaying bibliographic records.

® Record format. This is the catalog format, not the physical format
of the material being cataloged. The record format determines
which fixed fields and catalog entries display on the
Bibliographic tab. The MARC format, corresponding with MARC
21 standards for monographic works, is the most commonly used
record format.
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® Number of volumes. The system-supplied value in this field is
generated from the number of volumes, or call numbers,
associated with the title record.

Title Creation

® Created by. Reflects the User Access policy of the login that
created the record.

® Date cataloged. Used often for batch load matching purposes. A
date in this field could be used to determine if the record is
eligible to be overlaid, depending on the batch loading selection
criteria. This date can be created or changed when a record is
loaded, or edited to a specific date manually.

® Date created. Reflects the date that a title was entered into the
catalog. Any titles added to the catalog are immediately
searchable in the keyword index.

;@/ ) For new SirsiDynix Symphony installations, Date Created reflects

= the date that the records were loaded into the new database; the
Created by field shows “BATCH.” Records loaded in subsequent
batch loads reflect the User Access paolicy that loaded those
records.

Title Modification

® Modified By - The user access of the operator who is currently
modifying the record. You can enter another login name in this
field, or select a valid user from the list.

® Date Modified - The date the record was last modified. This
information is automatically updated by the system. NEVER is the
value for records not modified since creation.

® Previously Modified By - The user access of the operator who
most recently modified the catalog or authority record.

IR

Y, ) The MARC Holdings tab is typically used for cataloging serials.

= For more information, see the section that discusses MARC
Holdings records on page 139.




Call Number/ltem Tab

+%a
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The Call Number/Item tab displays all items associated with the title.
Information that displays on this tab is specific to a single volume and/or
copy of the title.

Three levels of information are available on this tab in a hierarchical
structure (tree view) on the left of the window.

Detailed title-level information appears on the Bibliographic tab
described previously. On this tab, the title simply acts as a placeholder.

Title Level
Information

ERE11861 : the Civil War awakening - Goodheart, Adam.
= 973,711 GOO - ARROWQOQOD

When you select the call number level information, detailed call number
information displays in the right pane (as shown in the illustration on the
next page).

Call Number Level
Information

EH% 1861 : the Civil wWar akening - Goodheart, Adam.
ERE1073,711 GOO - ARROWOOD
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When you select the item level information, detailed information about
this item displays in the right pane (as shown in the illustration on the
next page).

Item Level
Information

=& 1861 : the Civil War awalgening - Goodheart, Adam.
=1l 973.711 GOO - ARRGEVOOD
RU30947000622839 - 1 - BOOK - NF

Call Number Information

Modify Title )
WG| 55,0 M BRHE 4

1861 : the Civil War awakening / Goodheart, Adam.

Control| Bibliographic| MARC Holdings‘ Call Number/Item ‘ Bound-with

=E 1861 : the Civil War awakening - Goodheart, Ad | Call number information

ERi1073,711 GOO - ARROWOOD . 2
' 30947000622839 - 1 - BOOK - NF Call number: |973.711 GOO Class scheme:  [DEWEY v
Call library: ARROWOOD v

O shadow call number

® Call number - This value may or may not reflect a call number
field in the bibliographic record depending on your local
preferences.

® (lass scheme - The value of class scheme controls how call
number is treated including the display of the call number. This
value must be selected from the list. The list that displays is based
on the Classification policy that defines capitalization rules,
sorting rules, and ascending or descending order.

® (Call library - This value represents the owning library for this call
number. Each library must have its own call number record, even
if the call number values are identical.

® Shelving key - This field displays the correct version of the call
number used for sorting. This box appears only if you selected the
Show Shelving Key option on the Defaults window.
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® Shadow call number - If you click this check box, SirsiDynix
Symphony hides this call number in the OPAC. As a note, if you
shadow the last call number of a title, Symphony automatically
shadows the title from the OPAC.

N ) The structure of a multivolume work is represented by individual
= volume or call number records where the |z value differs.

Item Information

Madify Title

WhG = =L.0 ¢ EEEE &

1861 : the Civil war awakening / Goodheart, Adam.

control| Bibliographic| MARG Holdings | Call Number/Item | Bound-with

<

== 1861 : the Civil war awakening - Goodheart
=il 973,711 GOO - ARROWOOD
[B1130047000622839 - 1 - BOOK - NF

Date created:
Date last charged:
Date due:

Last discharged:
Date inventoried:
Times inventoried:
Previous user ID:
Last activity:
In-house uses:

5/4/2011
Never
none
Never
Never

]

Never
]

Call number information

call number:

call library:

973.711 GOO

ARROWOOD -

[Jshadow call number

Item information

Item ID:
Type:

Home location:
Item catl:
Media desk:
Total charges:
Permanent

[ shadow item

30947000622839
BOOK b
NF v

NONFICTION -

——

Extended information

Tag
CIRCNOTE
PUBLIC
STAFF

Contents

Class scheme:

Copy number:
Item library:
Current location:
Item cat2:
Number of pieces:
Price:

Girculate

DEWEY v
—
ARROWOOD -
NF

ADULT v
—
$16.424

Return to Search

You can link each call number to one or more item records. Each item
record represents one physical copy or barcode in the collection.

We will discuss some fields on Item information below. For complete
information about the Item Information fields, see the WorkFlows online

Help file.

® SirsiDynix Symphony requires a unique Item ID to save an item
record.

N If the barcode of an item is not known (for example, when
creating a title for items that are not usually barcoded), you can
auto-generate an item ID, which will consist of a hyphenated
numerical value representing the number of titles in your
collection, such as 94485-1001. To auto-generate an item ID,
type AUTO in this field if this property has not already been set on
your workstation.
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® The item Type and Home Location fields display the default
values selected on the Set Properties page. You may change these
values to reflect the material in hand.

)

Y Current location of an item could be same as its home location
where the item is currently in its home location (collection). As
circulation activities occur with an item, its current location
changes for example, to CHECKEDOUT or HOLDS. You should
not directly edit information in the Current location field.

® [Item Category 1 is an optional statistical reference field. Your
library may or may not have chosen to use this field.

® Jtem Category 2 is used to qualify items by reading level for
inclusion in SirsiDynix’s Kids” Library graphical OPAC feature. Be
sure to set the Item Cat2 flag to Juvenile to make your items
visible in Kids” Library.

® Media Desk is an element of the SirsiDynix Symphony Materials
Booking module. This field is optional unless you are booking this
item.

® Setting the Number of Pieces field to a value other than 1 has an
impact at the circulation desk. When checking an item in or out,
circulation staff will be asked to confirm with an override that all
elements of a multipart set are in place.

® Price can be based on either the value in the 020 of the
bibliographic record or on an actual price paid for the item. The
price listed in the Price field is the price used to bill for lost items
in circulation.

® Permanent indicates whether the item is part of your library's
permanent collection.

® Circulate allows items that would normally not circulate, by
system-generated circulation rules, to be charged with an
override.

In the Extended info section, you can enter notes about this particular
item. You can view all three types of notes in the item-level record in
WorkFlows. PUBLIC Notes are also visible to patrons when viewing the
record in the OPAC.

If items are not associated with a call number, only call number
information will display in the Call Number/Item tab.
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Search and Display for Catalogers

Default Search Type

A Title search is WorkFlows’ Item Search and Display default search
type. You may want to change the search type to General, which searches
every indexed field of the record. Using this search type, you can limit a
search to a particular entry ID in a bibliographic record by enclosing that

value in braces.

To access the default search type, point to the wizard’s toolbar button,
right-click, and then click Properties on the shortcut menu. We will
discuss saving these defaults later in this guide.

The catalog process usually begins with a search of the local catalog to
determine that another record does not exist for the material in hand. You
can execute this type of search using the General index. For example:

9781568580104 {020}

searches the 020 field for that ISBN. Entering the ISBN number without
specifying the tag may display other irrelevant records because the
searched the value might occur in a different MARC tag.

Although, the administrator can also create an ISBN index that will
appear in the Index drop down of the Itemn Search and Display wizard.

tem Search and Display

A A AT -

Search for: ‘

vl

Index: Title

Author
Call Number
General

Library:

Current:

Item ID
Periodical Title
Series

Set ID
Subject

Title

Title Control #

~| rType:
® Keyword
O Browse
O Exact

+%a
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Diacritics

To work with diacritics, click Tools in the WorkFlows menu, and then
click Symbol Table.

1008 Window Help

Symbol Table...

Loaded Character Sets...

For more information about entering diacritics in the cataloging process,
refer to page 29 of this guide.
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Type of Cataloging

There are three ways to create catalog records in SirsiDynix Symphony.
Original cataloging (“at the keyboard”) using Cataloging wizards

Understanding the three-part hierarchical structure of the catalog record
and corresponding wizards is important. Even if you typically obtain
MARC records from vendors, you may need to create records for local
publications for which no other MARC records exist using the Add Title
wizard. A discussion of this procedure begins on page 24.

You will also need to use the Call Number and Item Maintenance wizard or
the Add Item wizard to maintain item level information and add
additional copies of materials to the collection.

Via SmartPort

SmartPort uses the Z39.50 protocol to search remote catalogs and import
bibliographic information to your server a single record at a time.
SmartPort creates only title and call number level records. You must add
items manually using the Add Item wizard. We will discuss this procedure
in detail in Copy Cataloging Using SmartPort on page 103.

With the two-part Marc Import and Bibload report batch-load process

The first part of the process involves importing a file of bibliographic
records to your server; the second part of the process uses a report to load
those records into the library catalog according to your specifications.
Your choices in running the report determine if SirsiDynix Symphony
uses holdings information from the title records to create items. We will
discuss this procedure in detail in “Loading Records Using Reports” on

page 119.

This guide explains all three methods, but your local cataloging needs
and practices determine which methods you will use most often.
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Record Editor

In this section, you will learn to:

® Understand how the Record Editor works.

® Change bibliographic record display options.

Overview

The Record Editor simplifies the input of bibliographic data by providing
lists of appropriate codes for fixed fields, indicators, and subfields. It also
displays an alternate, expanded view of indicator and subfield data. The
Record Editor presents MARC 21 definitions for most MARC elements.

The following wizards use the Record Editor:

e Add Title
® Modify Title
® Duplicate Title

.@/ } The Record Editor may also be referred to as the “MARC Editor.”

. *%a




How It Works

To see the Record Editor in action, try the following demonstration:

1. Within the Cataloging toolbar, open the Titles group of wizards.

2. Click the Add Title wizard, % 94 Title

Add Tide

THEENTF =]

**REQUIRED FIELD**

Control Bibliographic|MARC Holdings | Call Number/Item

[ Shadow title
Rec_Type ‘a Bib_Lvl m TypeCtrl Enc_Lvl
Desc Entrd 110927 |Dat Tp Datel
Date2 Ctry Tllus Audience
Repr Cont GovtPub ConfPub 0
Festschr 0 Indsx 0 Fiction Biog
Lang eng Mod_ Rec Source
av
! Tag Ind. Contents
“lp20_ »
~l100 1
| 245 **REQUIRED FIELD**
-| 260
~| 300 )
~| 500
| 505 v
\

+%a
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Cataloging

Right-click in a fixed field to display the list of valid entries for that
fixed field.

Control| Bibliographic | MARC Holdings | Call Number/Item
[OShadow title

Rec_Type a Bib_Lvl m TypeCtrl
Desc Entrd 110927 Dat_Tp n
Date? Ctry Tllus

Repr P P VR L P

None of the following [Blank]
a Microfilm S
Tag Ind b Microfiche

—jl ¢ Microopaque
| |=l245 d Large print
520 f Braille
=500 g Punched paper tape
|-l 505 h Magnetic tape
520 i Multimedia
| |zl 590 i .
=l 650 r Regular print reproduction

s Electronic
|z Other form of reproduction —
| No attempt to code

When using the Record Editor, follow these guidelines:

® You can move through a MARC record by pressing TAB or
clicking in a specific field using the mouse. You can also use
shortcut keys (listed in the Help file).

® To help identify the MARC elements, SirsiDynix Symphony
displays definitions for every tag and subfield in the record. When
you point to a particular MARC field, subfield, control field, or
indicator, a brief definition of the element displays in the status
bar.

+%a
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A

. Tag

=
|-l100 1
=l 245 **REQUIRED FIELD**
=1 260
-1 300
~| 500
=150
-l 52

~| 500 . o
display the field definit
o P \ isplay the fie efinition

Ind. Contents

& Hover over the tag
number with the mouse to

in the status bar i

L

|Tag 505 - Formatted contents note

You can also set the properties to display field definitions automatically.

‘AW

. Label Tag Ind. Contents
~|1SBN
| | ~IPersonal Author 100 1
|~ Title 245 **REQUIRED FIELD**

~|Publication info 260
~|Physical description 300

~|General Note 500 i :
| | ~lcontents Note 505 Change the wizard properties
 -Isummary 520 to Display Descriptive Labels
:ﬂ Local note 590 (for entries)

~|Subject term 650

°

When modifying information, SirsiDynix Symphony will accept
only valid entry ids (tags), indicators and subfields. If you enter an
invalid value, an error message appears preventing you from
exiting the field.

Entries that your library has defined as mandatory display in the
Editor window with *REQUIRED FIELD** in the data field.

When entering text into a field, indicate subfields by using the
pipe (|) symbol. This is located above the Enter key on your
keyboard.

You can use standard Windows keyboard shortcuts to cut, copy,
and paste fields, indicators, and subfields.

To include additional entries, right-click in the field to open the
shortcut menu.
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Cataloging

. Label Tag
~|1SBN 020
~|Personal Author 100
| Title 245

~|Publication info 260
~|Physical description 300

~|General Note 500
~|Contents Note 505
=l Summary 520
~ILocal note 590
~|Subject term 650

Ind.

Contents

.
Add Field Before chshittonesr —

Agd Field After b
Append Field
Dglete Field Ctrishift+Delste

® (lick the arrow before the Tag number to expand the entry so you

can view the list of valid options.

Label
~|1SBN
~|Personal Author
~ITitle
Title added entry

Tag

020
100
245

MNonfiling characters

Title

| ~Ipublication info

260

~|Physical description 300

~|General Note

500

Ind.

Contents

<Undefined:=
<Undefined:=
**REQUIRED FIELD**

® Double-click the entry to display a list of valid subfields and their

values.

. Label Tag Ind.
| |=l1sBN 020
7ﬂPersnnaI Author 100 1

| Title 245

-
=
=
-1
-
=
-1

Title added entry
MNonfiling characters
Title

Publication info 260
Physical description 300
General Note 500
Contents Note 203
Summary 520
Local note 590
Subiect term 650

Contents

<Undefined:>
<Undefined:
**REQUIRED FIELD**

Remainder of title

Statement of responsibility, etc.
Inclusive dates

Medium
Form [Rep.]
Number of part / section of a work [Rep.] v

b
c
i
g Bulk dates
h
k
n

For more information, refer to the WorkFlows online Help file
“About the Record Editor Window” or the “Using the Record
Editor” on page 26 of this training guide.
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Alternative Views

Descriptive View - Displays fixed fields and variable fields separately.
This is the default.

Add Tile = =l

Qfl L0 XK EE

*¥**REQUIRED FIELD**

Control Bibliographic‘MARC Holdings  Call Number/Item

Oshadow title

Rec_Type

la

Bib_Lvl

m

TypeCtrl

Enc_Lwvl

Desc

Entrd

110928

Dat_Tp

Datel

Date2

Ctry

Tllus

Audience

Repr

Cont

GovtPub

ConfPub

Festschr 0

Indx

Fiction

Biog

Lang eng

Mod_Rec

Source

aw

! Tag Ind.
|
| |=l100 1
-1 245
-1 260
-1 300
-1 500
-l 505
-1 520
-1 590
-l 650

Contents

**¥*REQUIRED FIELD**

MARC View - Displays all fields (fixed and variable) as individual tag

entries.

Add Title

Wil =€ =03 55EE o.

**REQUIRED FIELD**
Control Bib|i09raphiC|MARC Holdings | Call Number/Item
Oshadow tite

Ind.

Contents

4 Tag
| |zljooo

-l o8

RO KK g RO ROk Rk ok
110928n

000*0 engu

~T020
-l 100
-l 245
-l 260
-1 300
-l 500
-l 505
-l 520
-l 590
-l 650

**REQUIRED FIELD**

Save

Close

Display Fixed Fields - Displays fixed field data. Available only if you
select the MARC View.

+%a
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Display Descriptive Labels (for entries) - Displays descriptive labels in
addition to entries or tags. Descriptive labels that display to the left of

each entry ID can be helpful when cataloging, particularly for those new
to working with MARC entry IDs.

Add Title

o =
SR 3 LR
*¥REQUIRED FIELD**
Control Bib|i09"aphiC‘MARC Holdings | Call Number/Trem
Oshadow title
Rec_ Type |a Bib_Lwvl m TypeCtrl Enc_Lwvl
Desc Entrd 110928 |Dat_Tp Datel
Date2 Ctry Tlus Audience
Repr Cont GovtPub ConfPub 0
Festschr 0 Indx 0 Fiction Biog
Lang eng Mod_Rec Source
av
. Label Tag Ind. Contents
- 11SBN
_~IPersonal Author 100 1
_ﬂ Title 245 **REQUIRED FIELD**
|| -|Publication info 260
_~|Physical description| 300
| -|General Note 500
| | -|Contents Note 505
| | -Isummary 520
| | -ILocal note 590
= Subject term 650
|

For more information about the remaining options on the Defaults
window, see the WorkFlows online Help. You can set values in
these fields to expedite item processing
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Title Maintenance

In this section you will learn to:

® Add titles using the Add Title wizard.

® Use the Record Editor.

® Enter special characters and diacritics into a record.

® Modify existing titles using the Modify Title wizard.

® Duplicate existing titles using the Duplicate Title wizard.

® Delete items, call numbers, and titles using the Delete Title, Call
Numbers, or Items wizard.

+%a
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Adding Titles

Use the Add Title wizard to create a new bibliographic record and
associated call numbers and items. This wizard presumes you have
already searched your local catalog using the Item Search and Display
wizard and determined that no other record exists for the material you
have in hand. SirsiDynix Symphony will not alert you to duplicate
catalog information.

To create a new title:

1.
2.

Cataloging

Within the Cataloging toolbar, open the Titles group of wizards.

Right-click on the Add Title wizard and click Properties.

Defaults

Title default values

Format: MARC

OShadow title

[ Add item when creating title
Editor display options

OMARC View

@ Descriptive view

Call number default values

Library: |aARROWOOD

Class scheme: |DEWEY

Ttem required default values

Type: |BOOK

Home location: |STACKS

Ttem optional default values

Price: |$

Media desk: |

W ‘

Entries template: ‘TEMPLATE

Entries: ‘

Display descriptive labels (for entries)

Oshadow call number

OShow shelving key

Permanent
Circulate

O8hadow item

Item category 1: ‘

Item category 2: ‘




If necessary, change the format.

Title default values

Format: MARC v

MARC "

[ Shadow title MEMO
. MIXEDMAT
O Add item WherMRDF
Editor display opt{MUSIC
. ROOM
OMARC View  |gERTAL
. . |TECHRPT
® Descriptive view L/

If necessary, modify the Entries Template. Select one of the following:

o TEMPLATE - Includes many commonly used entries.
® FULL - Includes a more comprehensive list of entries.
® BRIEF - Provides a few fields (generally author and title).

o SELECT_ENTRIES - Lets you create a customized list of entries
rather than using one of the predetermined templates. Enter the
list of tags to include in the Entries field as a comma-delimited list
as seen below:

Entries template: |SELECT_ENTRIES v

Entries: 020,100,245,250,260,3

Make any other necessary changes to the defaults such as adding an
item when creating the title, the library, class scheme, item type,
location, price, etc.

Click OK to save the changes.

&> Add Title

Click Add Title wizard.
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8.  On the Bibliographic tab, enter appropriate information for the fixed

fields and MARC entries.

Add Title
U oL X S .

**¥*REQUIRED FIELD**

Control Bibliographic|MARC Holdings | Call Number/Item

O Shadow title

~Ipersonal Author 100 1

~|Publication info 260
| Physical description 300

~|General Note 500
:jCOntents Note 505
~lsummary 520
" |-ILocal note 590
" |=!subject term 650

- Title 245 **¥*REQUIRED FIELD**

Rec_Type |a Bib_Lwvl m TypeCtrl Enc_Lwvl
Desc Entrd 110928 Dat_Tp n Datel
Date? Ctry Tlus Audience
Repr Cont GovtPub ConfPub 0
Festschr 0 Indx 0 Fiction 0 Biog
Lang eng Mod_Rec Source u
av
. Label Tag Ind. Contents
| |=l1sBN

Save

Close

9.  After entering fixed fields and bibliographic information, click the

Control tab.

10.  If necessary, change the Title Control Number.

Add Title
L LR {1

**REQUIRED FIELD**

Control |Bibliographic MARC Holdings | Call Number/Item

Unique title

identifier and used
as a match point

Basic title information __—
Title control number: ‘a98564 =

Catalog key: ‘98564

Record format: ‘MARC

Number of volumes: ‘1

Title creation

Created by ‘TECH "‘
Date cataloged: ‘NEVER "‘
Date created: ‘9/28/2011 ‘

Cataloging




11. Click the Call Number/Item tab.

Control| Bibliographic| MARC Hcldings‘ Call Numbﬁr/ltﬁm‘

=B *¥REQUIRED FIELD** - Call number information
=il XX(98565.1) - ARROWOOD . P
I - BooK - STACKS HH(98565.1) DEWEY v
Call library: ARROWOOQD ~
O shadow call number
Item information

< > Type: BOOK v Ttemlibrary: ARROWOOD v
Date created: 9/28/2011 Home location: |STACKS +| Currentlocation: S§TACKS
Date last charged: Never
Last discharged: Never
Date inventoried: Never Media desk: Number of pieces: |1
Times inventoried: 0
Previous user ID: Total charges: ’07 Price: $0.00
Last activity: Never
Lighouseitses: 0 Permanent Circulate

O Shadow item

Extended information
Tag Contents
CIRCNOTE
[Add call Number] [Add ltem”Delete(g)l

12. Enter the call number information.

13. In the Item Information and Extended Information sections, enter
appropriate item information such as Type, Home Location, Item
Categories, and Price.

Item information

Item ID: | | Copy number: |1

Type: DVD v| Item library: |ARROWOOD v
Home location: |AV v| Current location:  §TACKS

Item catl: | v| Item cat2: |ADULT v|
Media desk: | v| Number of pieces: |1

Total charges: ‘0 Price: |$19.99

Permanent Circulate

OShadow item

14.  Scan the barcode of the item or type in an Item ID.

\»,&@/ If the barcode of an item is not known, you can auto-generate an
item 1D, which will consist of a hyphenated numerical value
representing the number of titles in your collection, such as
94485-1001. To auto-generate an item ID, type AUTO in this field
if this property has not already been set on your workstation.

+%a
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15.  Click Save or press the Enter key. If you scanned in the barcode with
a scanner, the hard-carriage return should automatically save the
information.

Entering Special Characters and Diacritics

When working with records, you may need to enter characters that are
not available on the standard keyboard. To insert special characters and
diacritics, use WorkFlows” Symbol Table. This table is available from the
Tools menu.

The Symbol Table simplifies the entry of special characters and diacritics
by allowing you to highlight, select, and insert the desired character or
diacritic using the mouse or a key sequence typed on the keyboard.

To insert symbols into fields in WorkFlows, you must select to use a
Unicode font.

To select fonts:
1. On the Preference menu, point to Desktop.
Iools Window Help
Configuration... F:Z
Peripherals 4

Desktop *| Font Settings...

Current toolbar
Localization ’
Desktop Setup...

2.  Click Font Settings.

jWE| Font Settings : Select Fonts ﬂ

Menu text

™ Use system defaults

Customize font|18 Verdana Bold &

Window text
[~ Use system defaults

Customize font |l4 Verdana 2

oK | Cancel |

. o‘-




3.  Click the Font Chooser gadget in the Customize Font field under
Window Text. If you have installed the Microsoft Unicode fonts,
select Arial Unicode MS in the Font list.

W Font Chooser &

Font Font style Size
|Arial Unicode Ms [Regular [14

Arial Black
Arial Narrow 16
Arial Rounded MT Bold 18 J
Arial Unicode MS 20
Baskerville Old Face 22 ~|

Preview

AaBbYyZz

0K | Cancel |

4.  Click OK to close the Select Fonts dialog box.

To install Unicode fonts, see the WorkFlows online Help topic
“FAQs: Installing Microsoft’s Unicode Fonts.”
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To use the Symbol Table (with record open):

1. Place the cursor in the field or text box where you want to insert a
special character (such as in a subfield of a title record).

Add Title = =
o 3 C_m FI=m =1
R 5 o8 ¢ || ol
**REQUIRED FIELD™
Control Bib”OQfﬂDhiCl MARC Holdingsl Call Number/ltem
I Shadow title
Rec Type [ Bib_Lvi m Typectr Enc_Lvi
Desc Entrd 111108  Dat_Tp n Date1
Date2 Ctry lllus Audience
Repr Cont GovtPub ConfPub
Festschr 0 Indx 0 Fiction 0 Biog
Lang eng Mod_Rec Source u
AW
Label | Tag | Ind. | Contents
_ﬂ Personal Author 100 1 |Kene| =
= Title 245 **REQUIRED FIELD™
~|Publicationinfe 260
- Physical description 300 L
| General Mote 500
_ﬂ. Contents Note 505 -
§ave‘ ‘ ‘ ‘ ‘ Qlose‘

2. Do one of the following:

® On the Tools menu, click Symbol Table.

® On the keyboard, press ALT+T+S.

Cataloging




3. In the Select Code Set list, select the code set you want.

Gadget : Symbol Table = Of =
Select code set |ALA Character Set of Diacritics and Symbols ﬂ =
Customize font | %

Character: Language

|Acute ﬂ | ﬂ

iaf-E"'E“ : T:‘@ETE]‘

St ltlbk(tlo|O|e|@|e|E[@| ] [} £ e |

Insert (o) Insert and close (b) ‘ Close ‘

4.  Use the Font Chooser gadget to customize the font used by the Symbol
Table. The default font is Arial Unicode MS.

5. In the Symbol Table window, do one of the following;:

® If you are using the ALA Character Set of Diacritics and Symbols,
select the name of the diacritic mark or symbol from the Character
list. Click Insert or press ALT+O (oh) to insert the character and
leave the Symbol Table window open, or click Insert and Close or
press ALT+B to insert the character and close the Symbol Table
window.

® Select with the mouse or press Tab to until you highlight the
character you want to insert, and press Enter. The character
displays at the cursor, and the Symbol Table window remains
open.

® Double-click the character you want to insert. The character
displays at the cursor, and the Symbol Table window remains
open.

® Select the character you want to insert, and click Insert, or press
ALT+O (oh). The character displays at the cursor, and the Symbol
Table window remains open.

® Select the character you want to insert, and click Insert and Close,
or press ALT+B. The character displays at the cursor, and the
Symbol Table window closes.

+%a
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s

Label | Tag | Ind. | Contents
_ﬂ Personal Author 100 1 ‘Ker‘lész, Imre
=ITitle 245 “REQUIRED FIELD™
- |=Ipublicationinfo 260

=l General Note
~lContents Mote

[~ | Physical description 300

500
505

When you finish inserting characters and the Symbol Table window is
still open, click Close or press ALT+C to exit the Symbol Table.

Using the Record Editor

In the lower pane of the Bibliographic tab, you can collapse or expand
the lines in the Editor. It is not required that you use this feature, but the
Editor assists staff in entering values into a MARC field or selecting
appropriate MARC 21 values in fixed fields.

Cataloging

To add, delete, and append fields to a
bibliographic record:

Make any necessary changes to the Add Title wizard defaults as
discussed above.

Click the Add Title wizard. N\ Add Title

On the Bibliographic tab, right-click on fixed fields to view valid
MARC 21 values.

Add Title

L GF@ =L 0 (i ol —
ight-click on fixe:
**REQUIRED FIELD¥*
- fields to see valid
Control Bibliographic | MARC Heldings | Call Number/Item| MARC 21 values
I™ shadow title
Rec_Type a a Language material
Desc b Archival and manuscripts control
Pate2 ¢ Printed music
Repr . . 0
Festschr R dM ript music
Lang eng e Printed cartographic material
= = fM ript cartographic material —
abel i - - —_—
_ﬂPersona\ Author 10C g Projected medium
| Title 24t h Microform publications
|| z|Publization Info 26( i Nonmusical sound recording
_ﬂphysica‘ description 300§ Musical sound recording
~|General Note 50C - - - -
(= ol k Two-dlmens_lonal nonprojectable graphic
|~ lsummary 53¢ M Computer file
T ~~ n Special instructional material
o Kit

Use the Tab key to move through the MARC record or click on a
specific field within the record.




10.

11.

+%a

34|

To expand a field, click the arrow to the left side of the tag. &1

Label | Tag ‘ Ind. | Contents |
_ﬂPersona\ Author 100 1 -
| |<lmitle [245 |
| | Title added entry <Undefined>

Monfiling characters <Undefined>

Title **¥REQUIRED FIELD**
~|Publication info 260
~|Physical description 300

 ~|General Note 500
|| zlcontents Mote 505
~|summary 520 bt

To enter an indicator, click the top or the bottom field, then click the
drop down arrow that appears.

Label | Tag ‘ Ind. | Contents

~|personal Author 100 1 =]
| |~lmitle 245
: Title added entry [ -]
| | Monfiling characters ‘0 Mo title added entry ?

Title 1 Title added entry

|| = |Publication info 260
7jPhy5|caI description 300
|| =l General Note 500 il
| | ~|contents Mote 505
| 1~ Isummary 520 =l

Click on the appropriate indicator to place it into the field.

If necessary, repeat these last two steps to define the other indicator
values.

To display the valid subfields for a MARC field, click the drop down
to view the list.

To add additional subfields, expand the tag for which you would like
to insert an additional subfield by clicking on the down arrow to the
left of the tag number.

Right-click over the top of a subfield before or after where you wish
the new subfield to be inserted. A drop-down list appears.

Label | Tag | Ind. ‘ Contents
_ﬂPersomaI Author 100 1
| lTitle 245
Title added entry 1 Title added entry
_ | Monfiling characters 4 Number of nonfiling characters present
_ | Title [The infinity puzzle A
- |Publication info 260 Add Field Before Ctrl +Shift+Enter
| zIPhysical description 300 Add Field After Ctrl +Enter
_ﬂGenera\ Mote 500 Append Field
~|Contents Note 505 a
—| Ctrl +Shift+Delete
= 20 Delete Field
_ﬂLO‘:‘ — 590 Add Subfield Before
~|Subject term 650 m
! Add Subfield After -
Append Subfield
Remove Subfield
§ave| | ‘ | Qlose|
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If you right-click and do not receive a drop down list, try clicking
elsewhere in the tag information. For example, click on the label
of the tag or on one of the indicators.

12. Choose to either Add a Subfield Before or Add a Subfield After. A
blank line is inserted in the tag.

13. To view a list of available subfields, click on the down arrow to the

right side of the tag.
Label | Tag ‘ Ind. ‘ Contents
_|zIPersonal auther 100 1
| 2lTitle 245
_ | Title added entry 1 Title added entry
Monfiing characters 4 Number of nonfiling characters present
| Title The infinity puzzle
Title | |
:qubhcatlon info 260 a Title j
~|Physical description 300 Remainder of title
7jGeneraI Note 500 c Statement of responsibility, etc. J
— Inclusive dates
| =lcontents mMote 505 g Bulk dates
| =Isummary 520 h Medium
- |Local note 590 K Form [Rep.]
B S PSS en il Number of part / section of a work [Rep.] |

14. Highlight the appropriate subfield from the list and click. The new
subfield will be inserted.

15. Add the appropriate value or text to your newly inserted subfield.

Label ‘ Tag ‘ Ind. | Contents
- |Personal Author 100 1
| | <l itle 245
|| Title added entry 1 Title added entry
Meonfiling characters 4 Number of nonfiling characters present
: Title The infinity puzzle :
Remainder of title [Ibquantum field th and the hunt for an orderly univefse / |
|| = | Publication info 260 X
| | -IPhysical description 300
| = | General Note 500 International Standard
| .=l contents Mote 505 Bibliographic Description
| =/ summary 520 punctuation is not automatically
| | =/Local note 590 added by the system
— P frn

16. Once you have finished entering MARC tag information, collapse the
field by clicking on the arrow to the left of the tag. 2]

Label | Tag | Ind. | Contents
_j Personal Author 100 1
| Title ].4 The infinity puzzle :|bguantum field theory and the hunt for an orderly universe
/|cby Frank Close.

~|Publication info 260
~|Physical description 300

|zl General Note 500
_|=zlcentents Mote 505
_j Summary 520
_j Local note 590

| subject term 650




17.

18.

To delete a tag, right-click on the tag and click Delete Field.

~|Physical description 300

:j General Note 500
~|contents Note 505
:j Surnmary 520
| =lLocal note 590
~|Subject term 650

Label | Tag | Ind. ‘ Contents
_|zlPersonal Author 100 1
| Title 245 14 The infinity puzzle :|bquantum field theory and the hunt
|2 /lcby Frank Close.
_~|Publication info 260

I

Add Field Before Cti+shift+Enter
Add Field After
Append Field
Delete Field

Ctrl +Enter

Ctrl +Shift +Delete

To delete a subfield, expand the tag containing the subfield you want

to remove by clicking the arrow to the left of the tag.

19.

Right-click the subfield and click Remove Subfield.

Label ‘ Tag | Ind. | Contents
| zIPersenal auther 100 1
_|~Iitle 245
| Title added entry 1 Title added entry
_ | Monfiing characters Number of nonfiling characters present
Title The infinity puzzle :

| = lPublication info
_ | zIPhysical description 300

_j Contents Mote

Remainder of title
Statement of res...
Title

260

500
505

~|General Note

|bguantum field theory and the hunt for an orderly universe /

“cby F

Save ‘ |

20.

+%a
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Add Field Before
Add Field After
Append Field
Delete Field

Ctrl + Shift+Enter
Ctrl+Enter

Ctrl+Shift+Delete

Add Subfield Before
Add Subfield After

Append Subfield ﬁ
Remove Subfield

Click Save to retain the changes.

SirsiDynix Symphony Training




Modifying Titles

Use the Modify Title wizard to make changes to material already in the

catalog. This wizard that gives you access to both bibliographic and title
control information.

As with many of the Cataloging wizards, you may want to make
modifications to the wizard’s properties prior to using the wizard.

To modify an existing title:

1. Within the Cataloging toolbar, open the Titles group of wizards.

2.  Click the Modify Title wizard. % Modiy Title

Modify Title B
£ 4 falfa ==

Search far: |

3 |

Index: Title

Type:
Library: ALL v | @Keyword
O Browse
Current: OExact

<

Close

3.  Using the Index drop down, select the index you want to use for
searching catalog information.

4.  Type in your search terms in the Search for field and click Search.

5.  If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.

. o‘-




KEYWORD Title good night, ALL: 9 records

Tite Author Pub. Year
' A

Asch, Frank. 2001
Asch, Frank. 1998
Vulliamy, Clara. 1996

Good night, Stella / Kate McMulla . McMullan, Kate. 1994

Good-niaht, Owl! Hutchins. Pat, 1942~ 1989 )

Description | Call Number/Ttem

Leader aml On -

Date/time stamp 20070515141336.

Fixed field data 050428n XX eng u

LCCN 2002041468

ISBN 0763622060

Event capture data 040506 040511

Local system # 00013170

Local LC call number E LEW mn 00020769

Personal Author Lewis, Kim, 1951~

Title Good night, Harry / Kim Dewis.

Edition 1st .S, ed.

Publication info Cambridge, Mass. : Candlewick Press, c2003, 2004

Nhasrical Adaccmimbiom 1 fonmaandYy o ~al Gl . 20 b

6.  Modify the entries as needed. Right-click on fields to insert additional
tields, delete unnecessary fields, or append to existing ones. You may
use the helpers insert and delete fields.

I e [T S X i el

Good night, Harry / Kim Lewis / Lewis, Kim, 1951-

Right-click on existing
fields or use the

Control Bibliographic MARC Holdings Call Number/Item| Bound-with Helpers to add, delete,

O Shadow title

or append to fields

Rec_Type \a Bib_L vl m TypeCtrl Enc_Lwv 1
Desc Entrd 050428 Dat_Tp n Datel
Date? Ctry XX Tllus Audience
Repr Cont GovtPub ConfPub
Festschr Indx Fiction Biog
Lang eng Mod_Rec Source u
aw
Label Tag Ind. Contents

g P 1o LULL GG I Y 4 T LL s, =
|| -IEdition 250 1st U.S. ed.

~|Publication info 260 0 Cambridge, Mass. :|bCandlewick Press,|cc2003, 2004
_jPhysicaI description 300 1 v. {unpaged) : col. ill. ; 28 cm.

~|General Note 500 Summary: When Harry, a toy elephant, has trouble sleeping,
| his friends help him.

~|Subject term 650 00 Bedtime |xFictior -

~ISubject term 650 00 Sleep |xFiction Add Field Before «en
" |=Isubject term 650 00 Friendship |xFicti Add Field After e
_jSubject term 650 00 Toys |xFiction Append Field

~|Subject term 650 00 Elephants | xFictit _

~|Holdings 999 E LEw|cojhsoor Delete Field e Shif Lelete
" |=IHeld by 596 ARROWOOD 3

Return to Search

/. Tomodify call number and item-level information, click the Call
Number/Item tab.

8.  When you have finished making changes, click Save or press the
Enter key.
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Duplicating Titles

Use the Duplicate Title wizard to create a new title record by copying the
bibliographic data of an existing title, as well as associated call number
and item records. Records for new items that are similar to materials
already in the catalog, such as a new edition, reprint, or item in a series,
can be duplicated to minimize the amount of data entry required of the

cataloger.

To duplicate an existing title:

1.  Within the Cataloging toolbar, open the Titles group of wizards.

2.  Right-click on the Duplicate Title wizard and click Properties.

Duplicate Title : Set Properties

Display property page: O Wizard Startup © Never

Defaults

Search preferences

Type [KEYWORD v
Index: |Title v|
Library: |ALL v|

Display View Pane

Title default values

Format: MARC

Oshadow titde

Add item when creating title
Editor display options

OMARC View

® Descriptive view

Call number default values

Library: |ARROWODOD

Class scheme! |DEWEY

Ttem tree defaults

O Item tree display collapsed

MDisplay descriptive labels (for entries)

O shadow call number

O Show shelving key

® Item tree display expanded

Cataloging
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Make any other necessary changes to the defaults such adding an
item when creating the title, the library, class scheme, item type,
location, price, etc.

The properties here override values within the record you are
duplicating. For example, if the properties are set to auto-
generate call numbers, the auto-generated call number will
replace the call number found in the record.

Click OK to save the changes.

Click the Duplicate Title wizard. W Duplicate Tite

Using the Index drop down, select the index you want to use for
searching catalog information.

Type in your search terms in the Search for field and click Search.

If you receive a hit list, double-click the title you want to modify or
highlight it and click Duplicate.

£ 44 [l = =

Search for: |b|ink

"‘ [ Search
Index: Title Type:
Library: ALL ® Keyword
C Browse
Current: Lewis, Kim, 1951~ ——- Good night, Harry / Kim Lewis — E LEW —- ID:309470... O Exact

KEYWORD Title blink, ALL: 2 records

Tite Author Pub. Year

Don't blink : a novel Patterson, James, 1947- 2010
Blink : the power of thinking without thinking  Gladwell, Malcolm, 1963- 2005

\
Descripti0n| Call Numberllt&l ‘

=& Don't blink : a novel - Patt&rson, Jame! | pPrice: $21.99

Item type: NEW-BOOK
ilh FIC PAT - ARROWOQOD Home location: FIC Current location: HOLDS
131000882273145 - 1 - N W-BOOKIE fT= s We=1r=YeTs sV FENN S (e B IO Item category 2: ADULT
131000011172485 - 2 - NEYY-BOOK | Date created: 9/29/2010 Media desk: none
131000622638399 - 3 - NEWR-BOOK | Date last charged: Never Previous user ID:
131000882274293 - 4 - BOOK- FIC | Last discharged: Never Last activity: 3/24/2011
131000882275163 - 5 - BOOK \HOI| Date inventoried: Never Total checkouts: 0
31000882276283 - 6 - BOOK - RIC| Times inventoried: 0 In-house uses: 0
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9. On the Bibliographic tab, modify the fields to reflect the new title’s
bibliographic information. Right-click on fields to insert additional
tields, delete unnecessary fields, or append to existing ones. You may
use the helpers insert and delete fields.

. Label Tag Ind. Contents

_ﬂLC Call Number 050 0o PS3566.A822|bD66 2010
_ﬂDewey class number 082 00 813/.54|222
7ﬂPersonaI Author 100 1 Patterson, James,|d1947-
| Title 245 10 Don't blink]|h[sound recording] /|cby James Patterson [and
o Howard Roughan].
|_|=|Edition 250 Lst ed. -
~|Publication info 260 New York :| Add Field Before cshiee
| |=IProjected pub date 263 1006 Add Field After oo
~|Physical description 300 p. cm. R .
7ﬂSubject term 650 0 Lawvyers|xC Append Field
- |Subject term 650 O IR SN Delete Field Cl+Shift+Delete
[l -lenhiact tarm 650 n AccaccinatinnlvInyuectinatinnEletnn

10.  Click the Call Number/Item tab and modify information as needed.

11. Scan an item barcode or type in an Item ID and click Save.

You may also press the Enter key to save your changes. If you
scanned in the barcode with a scanner, the hard-carriage return
should automatically save the information.




Deleting Titles, Call Numbers or Items

Use the Delete Title, Call Numbers, or Items wizard to remove a title, call
number, or item record from the catalog. Once you use this wizard, the
catalog record no longer exists in the database. Using reports, you can
obtain only the most generic information about the number of items
removed.

For information about deleting call numbers and/or items with the
Call Number and Item Maintenance wizard, refer to the Call
Number Maintenance section within this training guide.

You can suppress titles (items) from view by moving them to a shadowed
location such as DISCARD or MISSING. However, titles with multiple
items attached reflect the items in a shadowed location in the total
number of copies represented in the OPAC. For example, your library
may have 18 copies of a classic novel plus two copies in the DISCARD
location. A patron viewing the title in the OPAC will see 20 copies total in
all locations.

You cannot remove items with charges (checkouts), holds, or bills. You
also cannot remove a title if it is on order through the Acquisitions
module or has history charges.
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To delete an item from the database:

Within the Cataloging toolbar, open the Titles group of wizards.

Click the Delete Title, Call Numbers, or Items wizard.
% Delete Title, Call Mumbers or Ttems

Delete Tite, Call Numbers or Items

HAREfae> W

Search for: | V|

Index: Title Type:

Library: ALL @ Keyword
. . . . . O Browse

Current: South Carolina Educationa... --- Caught in the crossfire [vid... O Exact

3.  Using the Index drop down, select the index you want to use for
searching catalog information.
4.

Type in your search terms in the Search for field and click Search.

Cataloging
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5.

6.
7.

Select the check box next to the item you want to delete.

Delete Titie, Call Numbers or Ttems

- b %
A R~ W
Search for: ‘working together V‘ [ Search
Index: [Title v [Type:
Library: ‘ALL V‘ @ Keyword
OBrowse
Current: Oshorne, Mary Pope. -— Summer of the sea serpent / by Mary Pope Osbo... --—- JF O... O Exact
KEYWORD Title working together, ALL: 8 records
Title Jlauthor JPub. vear |
-
wWorking together : reading and writing in inclus... Scala, Marilyn C., 1942- 2001
Working together in troubled times : community... Piazza, Jane. 1997
Joining forces : communities and schools worki... Charles Stewart Mott Foundation. 1994
working together for youth : a guide to collabo... Posner, Marc. 1994
Working together : workplace culture, support... Hagner, David. 1993 3
Description| Call Number/Ttem |
=M ElwWorking together : succeeding in a multicultural on| price: $21.95 Ttem type: BOOK
= Ml HF5548.5.M5 §56 2002 - ARROWOOD Home location: STACKS Current location: STACKS
B Akl 3 1070000023933 - 1 - BOOK - STACKS Item category 1: none Item category 2: none
g 31070000023934 - 2 - BOOK - STACKS Date created: 6/14/2004 Media desk: none
= [Tl HFS5543.5.M5 856 2002 - CAFFEY Date last charged: Never Previous user ID:
Ml 31070000023965 - 1 - BOOK - STACKS Last discharged: Never Last activity: Never
Date inventoried: Never Total checkouts: 0
Times inventoried: 0 In-house uses: 0
< 3 e >
Click Delete.
Click Close.
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To delete a call number and its associated items:
1. Within the Cataloging toolbar, open the Titles group of wizards.

2. Click the Delete Title, Call Numbers, or Items wizard.
% Delete Title, Call Mumbers or Ttems

Delete Tite, Call Numbers or Items = O

Hh Rk fae- w

Search for: v

Index: Title v| rType:

Library: ALL v | @Keyword
C Browse

Current: South Carolina Educationa... --- Caught in the crossfire [vid... O Exact

Close

3.  Using the Index drop down, select the index you want to use for
searching catalog information.

4.  Type in your search terms in the Search for field and click Search.

5.  Select the check box next to the call number record you want to delete.

[Title Jauthor JPub. vear |
-~

Working together : reading and writing in inclus... Scala, Marilyn C., 1942- 2001

Working together in troubled times : communit... Piazza, Jane. 1997

Joining forces : communities and schools worki... Charles Stewart Mott Foundation. 1994

Working together for youth : a guide to collabo... Posner, Marc. 1994

Working together : workplace culture, support... Hagner, David. 1993

Description| Call Number/Item

= M B working together : succeeding in a multicultural on | price: $21.95 Item type: BOOK
= [Tl HF5549,5.M5 556 2002 - ARROWOOD Home location: STACKS Current location: STACKS
I 31 070000023934 - 2 - BOOK - STACKS Item category 1:  none Ttem category 2: none
/E‘{I‘E‘THF5549-5-M5 $56 2002 - CAFFEY Date created: 9/29/2011 Media desk: none
s 1070000023965 - 1 - BOOK - STACKS Date last charged: Never Previous user ID:
Last discharged: Never Last activity: Never
Date inventoried: Never Total checkouts: 0
Times inventoried: 0 In-house uses: O
< 2| ¢ 5

6. Click Delete.

7. Click Close.
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To delete a title from the database:

Within the Cataloging toolbar, open the Titles group of wizards.

Click the Delete Title, Call Numbers, or Items wizard.
% Delete Title, Call Mumbers or Ttems

Delete Tite, Call Numbers or Items

HAREfae> W

Search for: | V|

Index: Title Type:

Library: ALL @ Keyword
. . . . . O Browse

Current: South Carolina Educationa... --- Caught in the crossfire [vid... O Exact

3.  Using the Index drop down, select the index you want to use for
searching catalog information.
4.

Type in your search terms in the Search for field and click Search.
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9.  Select the check box next to the title you want to delete.

Delete Title, Call Numbers or Ttems

.o ox

HH fRFh == W
Search for: ‘working together V‘ [ Search
Index: [Title v Type:
Library: \ALL V\ @ Keyword

. ) . X OBrowse
Current: Simons, George F. --- Working together : succeeding in a multicultu... -—- HF5549.5.M... O Exact
KEYWORD Title working together, ALL: 8 records
[Title Jlauthor JPub. vear |

-

Working together : reading and writing in inclus... Scala, Marilyn C., 1942- 2001
Working together in troubled times : communit... Piazza, Jane. 1997
Joining forces : communities and schools worki..

. Charles Stewart Mott Foundation. 1994
Working together for youth : a guide to collabo...

Posner, Marc.
Working together : workplace culture, support..

1994 T
. Hagner, David.

1993

Description Call Number/Item‘

EHE Working together : succeeding in a multicultural
i Vi HF5549.5.M5 §56 2002 - ARROWOOD

0Ongoing checkouts:
Ongoing renewals:
Checkouts to date:
Renewals to date:

cocoo

I >

6. Click Delete.

If you removed the last copy or volume attached to a title, and your
properties are set to remove the title when removing the last copy or
volume, a confirmation window appears. Do one of the following:

® (lick Yes to remove the title from the database.

® (lick No to retain the title in the database.

KEYWORD Title working together, ALL: 8 records

[Title Jlsuthor JPub. vear
Working together : Aritina in in ala. Marilvn 94— 2001

A LTS XIaTeR teYe [0 a YTl [ This action will remove the title. Would you like to remove the title? 1997
Joining forces : con|

— 1994
working together f \_‘.:j This action will remove the title. Would you like to remove the title?
Working together i

Description| Call Nukrmrerr TrCTTT

ENASWorking together : succeeding in a multicultural {R el T Re et LT
=Ml HF5549.5.M5 556 2002 - ARROWQOD

Ongoing renewals:
N 31070000023934 - 2 - BOOK - STACKS Checkouts to date:

Renewals to date:

ocCcoo

| >

8. Click Close.
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When you remove a title from the database, you will see that in place of
the record it says “Unavailable for display.” This message appears for
that title until the Add, Delete, Update Databases (adutext) report runs to
incorporate cataloging and authority modifications to the bibliographic
database. This report is scheduled to run nightly automatically.

KEYWORD Title working together, ALL: 8 records

Title Author Pub. Year
Unavailable for displa I
Working together : reading and writing in inclus... Scala, Marilyn C., 1942- 2001
Working together in troubled times : communit... Piazza, Jane. 1997

Joining forces : communities and schools worki... Charles Stewart Mott Foundation. 1994
Working together for youth ! a guide to collabo... Posner, Marc. 1994
Working together : workplace culture, support... Hagner, David. 1993

The following are exceptions to removing titles, call numbers, or items:

e (Call Number/Item Maintenance - Users can only delete call
numbers and items for libraries in their Call Number Maintenance
and Item Maintenance library groups. Library groups are defined
in the Library policy.

® MARC Holdings Maintenance - Users can only delete titles with
MARC holdings for libraries in their MARC Holdings
Maintenance library group. Library groups are defined in the
Library policy.

® [Last Call Number/Item - By default, you cannot delete a title
when the last call number or item is removed. This property can
be changed by the system administrator or supervisor. A system
message will appear when you are deleting the last call number
that has no items attached OR the last item of the last call number.

® Search Library - Although all call numbers and items appear, only
some display check boxes for you to select. This depends on
whether or not the Delete Only Items for Search Library property
is selected.

® Holds/Reserves - A call number/item that has holds or is on
reserve cannot be removed.

® Circulation/Booking/Serial Control Restrictions - Any item that
is charged, has unpaid bills, is booked, or is the last call number
under serials control for a particular library can be selected, but
cannot be removed until it has been discharged, the bill is paid, or
the booking or serial control record is removed.

® Orders - If an open order exists for the title, the items associated
with the call number used when creating the order cannot be
removed.
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® Charge History - If an item has history charges, it can be removed
only if the Delete Items with a Charge History property is
selected.

® Miscellaneous - Items that need activity, such as being
discharged, should be handled according to your library’s
procedures.

. o‘-




Call Number Maintenance

In this section you will learn to:

® Add call numbers and items to existing records.
® Modify existing call numbers and items.

® Delete call numbers and items with the Call Number and Item
Maintenance wizard.

® Update one or more call numbers in batch for the same title.

Adding Call Numbers/ltems

Use the Call Number and Item Maintenance wizard to add a new call
number and item to an existing title. With this wizard, the information in
the Bibliographic and Control tab cannot be modified. To modify
bibliographic or control information for a record, use the Modify Title
wizard as discussed on page 37.

New Call Number and Item
To add a new call number and item(s) to an
existing title:

1. Within the Common Tasks group of wizards, right-click on the Call
Number and Item Maintenance wizard and select Properties.

2.  Make any necessary changes to the defaults such adding an item
when creating the title, the library, class scheme, item type, location,
price, etc.
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[T call Number and Item Maintenance : Set Properties |

Display property page: O Wizard Startup @ Never

Defaults

>

Call number default values

Library: |ARROWOOD V‘ O shadow call number

Class scheme: |LC V‘ [05how shelving key

Ttem tree defaults

C Item tree display collapsed @ Item tree display expanded

Extended Info Display Options

Display staff note on item list
Display public note on item list

Item required default values

Type: |BoOK v Permanent

Home location: |STACKS v\ Circulate

O Shadow item

Item optional default values B

Price: ‘$21,95 Item category 1: | v|

Media desk: | v‘ Itemn category 2: | v|

Tab Display Preference

3.  Click OK to save your changes.

4. Click the Call Number and Item Maintenance wizard.

B Call Mumber and Item Maintenance

5.  Using the Index drop down, select the index you want to use for
searching catalog information.
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6. Type in your search terms in the Search for field and click Search.

call Number and Item Maintenance SRR

S falhfae=

Search for: ‘9781400068739|

Index: General Type:

Library: ALL v | @Keyword
O Browse

Current: O Exact

7. If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.
ET%IIEI’ and lhe.m Maintenance =

The wrong war : grit, strategy, and the way out of Afghanistan / West, Francis J.

Control Bibliographicl Call Number/Ttem ‘ Bound-with
=B The wrong war : grit, strategy, and thi| | Call number information

=il 958,1047 WES - ARROWOOD
Collnumber: o35, 1047 Wes | Classscheme:  DEWEY  ©
o 0947000721821 - 1 - BOOK - NF 958.1047 WES DEWEY
Call library: ARROWOOD  +

Oshadow call number

<

Item information

Item ID: 30947000721821 Copy number:

|

Oshadow item

Type: BOOK ~| Item library: ARROWOOD v
< | >
Home location: Current location:  NF
Date created: 5/4/2011
Date last charged: Never Item catl: NONFICTION ~ Itemcat2: ADULT v
Date due: none
Last c.ilschargi.ad: Never Media desk: Number of pieces: ,17
Date inventoried: Never
Times inventoried: 0 Totalcharges: o Price: $34.90
Previous user ID:
e GIETIRE NS Permanent Circulate
In-house uses: 0

Return to Search] ’Add Call Number||Add Item“DeIete(x)I

+%a
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8. Click Add Call Number.

Item information

Add Yolume: Library for new call number rg| ber:
Library for new call number: |ARROWOOD ~ [ OK ]

ARROWQOD

CAFFEY urrent location:

Home location: m

Item catl: mMOYERS Item cat2:
_,w@‘} > If the behavior of the wizard has been modified, the Add Volume
= drop down will not appear.

9.  Using the drop down, select the appropriate library from the list and
click OK.

Control Bibliographic‘ Call Number/Item | Bound-with

=& The wrong war : grit, strategy, and thi| [Call number information
=1l 958,1047 WES - ARROWQOOD . .
“WI30047000721821 - 1- BOOK - NE | | Col number: Class scheme:
=1l 958.1047 WES - FEW g 2
- - nooc-secks | §

Oshadow call number

Itermn information

Item ID: I:l Copy number: 1

Type: Item library: FEW v
< ] >
Bate r— oo = Home location: Current location:  §TACKS
ER G e e Gl e G
Date due: none
Last t#scharg;d: Never Media desk: Number of pieces: |1
Date inventoried: Never
Times inventoried: 0 Totalcharges: [o  Price: lg2105
Previous user ID:
LeeaEiniE ey Permanent Circulate
In-house uses: 0

Oshadow item

Return to Search][Add Call uumberHAdd lternHDeIete(ﬁ)]
G ) :
N\ By default, WorkFlows adds an item record when you create a
call number record. A system administrator can change this

default on the Behavior tab of the Set Properties window.
10. Make any modification to either the call number or item record.

11. Scan an item barcode, or type an Item ID and click Save.

You may also press the Enter key to save your changes. If you
scanned in the barcode with a scanner, the hard-carriage return
should automatically save the information.
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Multi-Volume Items

+%a

U7

To add a multi-volume item:

Make any changes to the Call Number and Item Maintenance wizard
properties as discussed in the steps above.

Click the Call Number and Item Maintenance wizard.

B4 Call Nurnber and Itern Maintenance

Using the Index drop down, select the index you want to use for
searching catalog information.

If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.

Control| Bibliographic| Call Number /Item | Bound-with

=E Encyclopedia of Buddhism - Busws
&y REF BQ128 .E62 2004 V.1 - ARF
[ 3 1070000548228 - 1 - REF-B
=y REF BQ128 .E62 2004 V.2 - ARF
=l 31070000548236 - 1 - REF-B

< >
Date created: 1/15/2004

Date last charged: Never

Date due: none

Last discharged: Never
Date inventoried: Never
Times inventoried: 0

Call number information

Call number: |REF BQ128 .E62 2004|zv,1| Class scheme: LC

Call library: [arRROWOOD v|

Oshadow call number

Item information

Ttem ID: [31070000548228 | copy number: h
Type: |REF*BOOK vl Item library: I@
Home location: |REFERENCE vl Current location: REFERENCE

Item catl: | v| Item cat2: I:
Media desk: | vl Number of pieces: ’17

Previoug user 1% Total charges: ‘0 Price: $0.00
If:i:()a:'stglzias: glever Permanent O Circulate
Oshadow item
< >
IRetgrn to Searchl lAdd Call Number] [Add ltemHDeIete(x)]
Click Add Call Number.

Item information

Add Yolume: Library for new call number

Library for new call number:

ARROWOOD ~ [ ok |

ARROWQOD

Item catl:

Home location: m

'NMOYERS

CAFFEY urrent location:

Item cat2:

Using the drop down, select the appropriate library from the list and

click OK.

SirsiDynix Symphony Training




7.  Make the necessary changes to the call number. If the wizard
behavior is not set to create an auto-generated temporary XX call
number, the system will copy the call number of the item or call
number you have highlighted in the tree.

Control Bibliographic| Call Number/Item Bound-with

=B Encyclopedia of Buddhism - Busw: | | Call number information
=i REF BQ128 .E62 2004 V.1 - ARF
'31070000548228 - 1 - REF-B

= REF BQ128 .E62 2004 V.2 - ARF
' 31070000548236 - 1 - REF-B

= REF BQ128 .E62 2004 V.1 - MO’

- PSR || - ohadow call number

Call number: REF 294.3 BUS||ZV.1 Class scheme: DEWEY

Call library: MOYERS v

The structure of a multi-volume work is represented by adding an
individual volume number to the end of the call number with a
subfield |Z. For example, REF BL31 .E46 2011 | ZV. 2.

For more information about adding analytics to call numbers, refer
to the WorkFlows online Help file “Adding Analytics (subfield z) to
Call Numbers.”

8.  Make the necessary modifications to item information.

9.  Scan an item barcode or type in an Item ID and click Save.

You may also press the Enter key to save your changes. If you
scanned in the barcode with a scanner, the hard-carriage return
should automatically save the information.

10. Repeat steps 5-9 to add additional volumes and their associated item
records.

11. Click Close.

Adding Analytics (Subfield z) to Call Numbers

When a new item is created in SirsiDynix Symphony, by using either the
batch load process, or Add Ordered Items to Catalog wizards, or the serial’s
Checkin wizard, SirsiDynix Symphony examines the call number in the
bibliographic record and the selected class scheme, such as LC, LCPER,
DEWEY, and others. Based on Classification policy attribute definitions,
SirsiDynix Symphony determines whether or not a |z is appended to the
call number, and what the structure of the |z will be.

Staff will want to add sufficient information in the subfield z to identify
the specific issue or volume. This will facilitate volume specific holds
placed by users in the OPAC.

. o‘-




+%a

U7

Place Hold

Title: Gettysburg [videorecording] : the unknown Civil War series.

Author:

User ID: | or

Alternate ID:

PIN:

Mail item to me: O

Pickup at: E. A. Arrowood Foundation Library |Z|

Delivery Method: United States Postal Service

Expiration date: 7182012 H

Suspension start date: 3 Suspension end date H

| Flace Flold | Reset Query Values ancel

olume(s) Selected -- if you need specific volume(s) (e.g., vol.1 and/or vol.2) check each desired volume

DISC 1 (E. A. Arrowood Foundation
Library)

DISC 2 (E. A. Arrowood Foundation
Library)

Below is an example of a serial record in WorkFlows that includes the
specific issues of a title. Notice there is a base call number of PER
followed by the issue:

Control| Bibliographic| MARC Holdings Call Number/Item | Bound-with|

== Discover - Call number information
& PER JAN 2012 - ARROWOOD
Call number:
IRl 50947000283471 - 1 - MAGAZINE - PERIODICAL = PER|ZJAN 2012

=+l PER DEC 2011 - ARROWOOD Call library: ARROWOOD -

™ Shadow call number

Below is an example of a DVD title with multiple discs:

Control| Bibliographic| MARC Holdings Call Number/Item | Bound-with|

=& Gettysburg [videorecording] : the unknown Civil ' | [ Call number information
E‘Iﬂﬂ DVD 973.7349 GET DISC 1 - ARROWOOD

: Call number:
]50947000228312 - 1 - DVD - AV_ADULT n IDVD 973.7349 GETIZDISC 1

o - -
iy DVD 973.7349 GET DISC 2 - ARROWOOD call library: |ARROWOOD j

™ Shadow call number

If a prefix such as V., VOL., NO.,, ISS,, etc. is recognized, the system will
automatically insert a subfield z in the SirsiDynix Symphony call number.
Portions of the call number that follow a |z are considered analytic
information and are fully expanded to enhance sorting of call numbers.

A |z can be manually inserted by a cataloger to improve sorting. In
printing or displaying call numbers, |z is replaced with a space.
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Adding Additional Items to Existing Call Number

To add additional items to an existing call
number:

1. Make any changes to the Call Number and Item Maintenance wizard
y g
properties as discussed in the steps above.

2. Click the Call Number and Item Maintenance wizard.

B Call Mumber and Item Maintenance

3.  Using the Index drop down, select the index you want to use for
searching catalog information.

4.  Type in your search terms in the Search for field and click Search.

call Number and Iten Maintenance -0 =

M4 filfae=

Search for: |higher education| V‘
Index: Title v| Type:
Library: ALL v | ®@Keyword
. . . o OBrowse
Current: Andrzejewski, Julie, 1945... -—- Social justice, peace, and... O Exact

Close

+%a

Cataloging & | 57




5.  If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.

call Number and Item Maintenance - a8 x
o8 T | i
Bfa =5
Higher education? : how colleges are wasting our money and failing our kids--and what we can do about it / Hacker, Andrew,

Control Biblicgraphicl Call Number/Item | Bound-with

=B Higher education? : how colleges ar¢| [ Call number information )
=il A227.4 . H33 2010 - ARROWOOD

Call number: Class scheme:
11130947000222839 - 1 - BOOK - 4 - LA227.4 .H33 2010 Lc
Call library: ARROWOOD v

Oshadow call number

<

Item information

Item ID: 30947000222839 | Copy number: 1

Type: BOOK v TItem library: ARROWOOD v
< >

Home location: Current location:
Date created: 3/24/2011 NF 4 GRS aTeR]
Date last charged: Never Item catl: NONFICTION ~ Item cat2: ADULT ~
Date due: none
Last discharged: ~ Never Media desk: Number of pieces: ’17
Date inventoried: Never
Tlme_s inventoried: 0 Total charges: ’07 Price: $35.63
Previous user 1D

Last activity: Never

FPermanent M Circulate
In-house uses: 0
-
< /1 >
lRetgrn to Search] [Add Call Number] Add Item lDeIete(a)]

6. Click Add Item.

7.  Make the necessary modifications to the call number and item
information.

8.  Scan an item barcode, or type an Item ID and click Save.

You may also press the Enter key to save your changes. If you
scanned in the barcode with a scanner, the hard-carriage return
should automatically save the information.

Control Bibliographic‘ Call Number/Item | Bound-with

=& Higher education? : how colleges are wasting our
Bﬂﬂﬂ LA227.4 .H33 2010 - ARROWOOD

-l 30947000222839 - 1 - BOOK - AVAIL_SOON

RII30947000223840 - 2 - BOOK - STACKS

9.  Repeat steps 6-8 to add additional item records.

10. Click Close.

+%a

58 | & SirsiDynix Symphony Training




Editing Call Numbers/ltems

Use the Call Number and Item Maintenance wizard to modify existing call
numbers and items.

To edit call numbers and items:

1. Within the Common Tasks group of wizards, click on the Call Number
ll ﬂr .
. . Zall Mumber and Item Maintenance
and Item Maintenance wizard.
2.  Using the Index drop down, select the index you want to use for
searching catalog information.
3.  Type in your search terms in the Search for field and click Search.
Call Number and Item Maintenance =1
H & R fge=
Search for: 9783890076775 ~
Index: v Type:
Library: AlLL v | @Keyword
O Browse
Current: West, Francis J. -— The wrong war : grit, strategy, and the way o.... OFExact

4,

If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.
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call Number and Ttem Maintenance

B &

violinkonzert e-Moll, Opus 64 : Faksimile nach dem Autograph der Biblioteka Jagiellonska, Krakow / Mendelssohn-Bartholdy,

Felix, 1809-1847.

Control| Bibliographic| Call Number/Item | Bound-with

<

=& violinkonzert e-Moll, Opus 64 : Faks

Call number information

=i ML96.5 .M45 - ARROWOOD ) .
IM30047000155580 - 1 - SCORE Call number:  [ML96.5 .M45 (EEEeE s Lc M
Call library: ARROWOOQOD v
O Shadow call number
Item information
Item ID: 30947000155580 = Copy number: 1
Type: SCORE v Item library: ARROWOQD v

4

Home location: Current location: -
Date created: 6/17/2010 MEDIA-DESK W LIERIDECK
Date due: none
Last discharged: = 8/30/2011,11:43 Mediadeski  [ARROWOOD v Numberofpieces: [1
Date inventoried: 4/12/2011 ARROWOOD W 2 1
Times inventoried: 6 3
Total charges: ’7 Price: ’7
Previous user ID: 210000029 d * $33.91
Last activity: 8/30/2011 Permanent Circulate
In-house uses: 0

OShadow item

[Add Call Number] lAdd ltem“DeIete(g)]

lRetgrn to Search]

5.

If there is more than one call number in the record, highlight either
the call number you want to modify or one of the items associated
with the call number.

Control| Bibliographic| Call Number/Ttem  Bound-with

=& Music for Alice - Say, Allen. Call number information

Bﬂﬂﬂ Juy pZ7 ,.S28M 2004 - ARROWOOD

1070000042917 - 1 - BOOK - STACKS

@y JUV PZ7 .528M 2004 - FEW

Call number: | JUV P77 .528M 2004|

Call library: |ARROWOOD v|

[O8Shadow call number

Highlight the call number Item information
or an item associated

with the call number

Item ID: |31070000042917 |

Type: |BooK v|

Make the necessary modifications to the call number and item
information.

Click Save or press the Enter key to save your changes.

Click Close.
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Deleting Call Numbers/ltems

Staff may also delete an item or call number using the Call Number and
Item Maintenance wizard.

To delete an existing call number and item

record:
1. Within the Common Tasks group of wizards, click on the Call Number
il .
. . Call Mumber and Iterm Maintenance
and Item Maintenance wizard. .
Call Number and Item Maintenance = O
4 4 fAff ==
Search for: H V\
Index: Title v rType:
Library: ALL v | @Keyword
O Browse
Current: Wynnhe-Jones, Tim. --- I'll make you small -—— E WYN -—— ... O Exact

Using the Index drop down, select the index you want to use for
searching catalog information.

3.  Type in your search terms in the Search for field and click Search.

If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.
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5.  If there is more than one call number in the record, highlight either
the call number you want to delete or the item associated with the call
number.

Control | Bibliographic| Call Number/Item | Bound-with

=& Encydopedia of Buddhism - Buswell, Robert E.
E*lﬂn REF BQ128 .E62 2004 V.1 - ARROWOOD

\w@/ ) You cannot select to remove a call number if the call number
= being removed is the only remaining call number attached to the
title.

6. Click Delete.

=B Encyclopedia of Buddhism - Buswell, Robert E. Call number information
=l REF BQ128 .E62 2004 V.1 - ARROWOOD
" Gall number: Class schemr
m31070000548228 - 1 - REF-BOOK - REFERENCE - Can't Circ - REF 294.3 BUS|ZV.1
= REF BQ128 .E62 2004 V.2 - ARROWQOD o
.
-l 31070000548236 - 1 - REF-BOOK - REFERENCE - Can't Circ I MOYERS M
=l REF 294,3 BUS V.1 - MOYERS Oshad I b
[1.130047000739003 - 1 - REF-BOOK - REFERENCE - Can't Circ adow call number

Item information

Date lasTcharged: Never Item catl: « Item cat2:
Date due: none

Last discharged: Never Media desk: Number of |
Date inventoried: Never

Times inventoried: 0 Total charges: ’07 Price:
Previous user ID:

Castactyiy: Neven Permanent O Circulate
In-house uses: 0

7. Click Yes.
8. Click Close.
You can also remove title, call number and item records with the

Delete Title, Call Numbers or Items wizard discussed on page 42
of this training guide.

+%a
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Global Call Number Modification

The Global Call Number Modification wizard allows you to update one or
more call number records for the same title in batch. The same

modifications can be made to more than one call number of a title more
efficiently using this wizard.

For more information about how this wizard modifies call
numbers, refer to the WorkFlows online Help topic “FAQs:
Modifying Call Numbers Using the Global Call Number
Modification Wizard.”

Modify Call Number

To update some or all call numbers of a title:

1.

group of wizards.

2.  Click the Global Call Number Modification wizard.
'§ Global Call Mumber Madification

Global call Number Modification

M4 fakfae=

Within the Cataloging toolbar, open the Call Numbers and Items

Search for: | V‘
Index: Title v| rType:
Library: ALL ¥ | @Keyword
O Browse
Current: Perkins, John, 1945- --- The secret history of the American empi... OExact
3.  Using the Index drop down, select the index you want to use for

searching catalog information.

4.

Cataloging

Type in your search terms in the Search for field and click Search.
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5.  If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.

6.  Verify Modify Call Number option is selected.

Global Call Number Modification

rSpecify New Call Number values

@ Modify call number | © Modify call number prefix

Base call number:

Class scheme: »Will not be modified
Shadowed: »Will not be modified
Update options: @ Interactive
O Report

rSelect Call Numbers to Modify

=- I EThe American century? : in retros Call number information
Bl (97246 1) — ARRC D Call number: XX¥(97246.1) Class scheme: AUTO
Call library: ARROWOQOD

Shadow call number

< bl

7.  You can elect to modify one of the following fields for the selected call

number(s):

® Base Call Number - Modifies the base call number of all selected
call numbers. The base call number is defined as the leading
characters in the call number up to but not including the analytic
which is noted by | z. Type a new base call number. Or, leave this
field blank to leave the base call number unchanged.

e (Call Number Analytic - Modifies the call number analytic of all
selected call numbers. The analytic part of the call number is
defined as all characters following the |z. In this field, you can do
the following.

® Type a new analytic. The new analytic will replace an existing
analytic; if no analytic exists, the new one will be added.

® Leave this field blank to leave the analytic unchanged.

® Select the Delete Call Number Analytic check box to delete the
analytic.

8.  Using the drop down, select the class scheme from the list, if
necessary.

9.  Using the drop down, select the shadow status, if necessary.
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10.  Select the check boxes next to the call numbers you want to modify, or
select the main title mode and all check boxes are selected. (Check
boxes can be cleared by selecting them again.)

Global call Number Modification

Base call number:
Class scheme:
Shadowed:

Update options:

rSpecify New Call Number Values

@ Modify call number  © Modify call number prefix

327.73 RAB

DEWEY

»Will not be modified

@ Interactive

O Report

I3

rSelect Call Numbers to Modify

EREIE The American century? : in reti
ol XX(97246.1) - ARROWOOD
LVl XX(97246.1) - CAFFEY

[Retgrn to Search”Modify] [Qlosel

11. Under Update Options, click Interactive if these changes should be
made in interactive mode, or click Report if you wish to make
changes in report mode (a batch report will be submitted). If you click
Report, you can elect to first run the report in Test mode.

12. Click Modify.

Base call number: |327.73 RAB

Class scheme: DEWEY v

Shadowed: »Will not be modified v

Update options:

ielect Call Numbe
=] 7he Americ
- Wy XX (9724

\_‘.:’1 This action will modify all selected call numbers as requested. Proceed?

ol XX(97246.1) - CAFFEY

13. Click Yes.
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Call number Class scheme Shadow Status

Reason
327.73 RAB DEWEY N[ | ]
327.73 RAB DEWEY No

Call number: XX(97246.1) Modified to: 327.73 RAB
Class scheme: AUTO Modified to: DEWEY
Shadow: No

Return to Search] IEesetl [glose]

14. Click Close.

Modify Call Number Prefix

To modify all or some call number prefixes:

1. Within the Cataloging toolbar, open the Call Numbers and Items
group of wizards.

2.  Click the Global Call Number Modification wizard.
" Global Call Mumber Madification

Global Call Number Modification

M4 AR Fae=

Search for: | W
Index: Title Type:
Library: AlLL @ Keyword
. . i . OBrowse
Current: Perkins, John, 1945- --- The secret history of the American empi... O Exact
3.  Using the Index drop down, select the index you want to use for

searching catalog information.

4. Type in your search terms in the Search for field and click Search.

S.  If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.




If the Prompt For Library When Selecting Call Numbers property
was selected in default wizard properties, the Library for Call
Numbers to Modify dialog box appears. Select the Library so that
only those call numbers for the selected library will display for
modification in the item tree, then click OK.

6.  Click the Modify Call Number Prefix option.

Global Call Number Modification

rSpecify New Call Number Values

O Modify call number ©Modify call number prefix

@ Add OReplace ©Delete \

Update options: @ Interactive

OReport

rSelect Call Numbers to Modify

= T B The encyclopedia of politics and relic Call number information
B IREF BL65.P7 ES3 1998 V.1 - ARRD)
LTl REF BLES.P7 ES3 1998 V.2 - MOYE

Call number: REF BL65.P7 E53 1998|Zzv.1 Class scheme: | C
Call library: ARROWOOD

Shadow call number

< 3 [« >
Return to Search

7.  Click one of the following options:

® Add - The new prefix text is added plus one space to the
beginning of the call number. If the base call number contains
preceding spaces, these spaces will be retained.

® Replace - The new prefix text replaces the existing prefix.

® Delete - The prefix text, all characters preceding the first space,
will be deleted from the call number.

8.  Using the drop down, select the class scheme from the list, if
necessary.

9.  Using the drop down, select the shadow status, if necessary,
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10.  Select the check boxes next to the call numbers you want to modify, or
select the main title mode and all check boxes are selected. (Check
boxes can be cleared by selecting them again.)

Elobal call Number Modification

rSpecify New Call Number Values

O Modify call number  ® Maodify call number prefix

O Add OReplace @ Delete

Update options: ® Interactive

O Report

rSelect Call Numbers to Modify
ERTIE] The encyclopedia of politics and re|
Vil REF Bt 65.P7 £53 1998 V.1 - ARk
..Vl REF BL65.P7 E53 1998 V.2 - MO’

< | >

[Retgrn to Search“Modify] Iglosel

11. Under Update Options, click Interactive if these changes should be
made in interactive mode, or click Report if you wish to make
changes in report mode (a batch report will be submitted). If you click
Report, you can elect to first run the report in Test mode.

12. Click Modify.

Update options: ® Interactive

@ Global Call Number, Modification

Select Call Numbers :.:J This action will modify all selected call numbers as requested. Proceed?

-~ Ml REF BL65.1
- Wl REF BL65.P7 E53 1998 V.2 - MO
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13. Click Yes.

Global Call Number Modification

rSpecify New Call Number Values

Call number Class scheme Shadow Status Reason
BL65.P7 Es319..1¢c.........._Jno o |
No

BL65.P7 E53 19... LC

Call number: REFBL65.P7 E53 1998|7V.1 Modified to: BL65.P7 E53 1998|7V.1
Class scheme: LC
Shadow: No

IRetgrn to Search] [Beset] [Qlose]

If you selected Interactive mode, the call numbers are modified, and a
new window opens displaying the results of the modifications in a
table format (this table can be sorted). Call numbers that cannot be
changed will display “Failed” in the Status column, and a reason the
call number could not be modified will display in the Reason column.
If you are not satisfied with these changes, you can click Reset to
return to the modify window, and you can modify the call numbers

again.

14. Click Close.




ltem Maintenance

In this section you will learn to:

® Add items to an existing call number.
® [Edititems.

® Globally modify items.

Adding Items
Add Item Wizard

The Add Item wizard is used to add a new item to a library’s title. In a

multi-library system, each library must have separate call numbers for the
copies in its collection. You must have a call number that already exists in
your library to use the Add Item wizard to add a copy in your own library.

.w@}) You cannot edit call number information or existing item records
- with the Add Item wizard.

Add Item Wizard Properties

You can change current system settings in the Add Item wizard using the
Set Properties window.

To change the Add Item wizard properties:

1. Right-click on the Add Item wizard.

Call Numbers and Items

:g% Add Itern
n% Edit Ttern HEIp_“
.@. Global Ttern |

LEREEE Properties...

2.  Select Properties.

+%a
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Defaults
Extended Info Display Options
¥ Display staff note on item list
¥ Display public note on item list

Item required default values
Type:

|BoOK =]

¥ Permanent
Home location: [STACKS

j I¥ Circulate

" Shadow item
Item optional default values

Price: 1$24.95 Item category 1: | |
Media desk: [ x|  Item category 2: | |
Tab Display Preference

" Control
" Bibliographic
" MARC Holdings

& Call Number/Item

Home Location, and Item Categories.

4. Click OK.

1.

group of wizards.

2. Click the Add Item wizard. & 341"

Add Item

# 4 fakfa ==

Make any appropriate changes to the field available such as Type,

To add an item to an existing call number record:

Within the Cataloging toolbar, open the Call Numbers and Items

= 0O =
Search for: | v‘
Index: Title ~ rType:
Library: ALL v | @Keyword
. OBrowse
Current: Hall, Doug, 1959- --- Jump start your brain --- HD53 .H3... O Exact

Cataloging




3.  Using the Index drop down, select the index you want to use for
searching catalog information.

4.  Type in your search terms in the Search for field and click Search.

5.  If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.

6. Click Add Item.

Add Hem - )
ity casil

The essential American / Cushman, Jackie Gingrich.

Conm)\‘ Bibliographic Call Number/liem ‘ Bound-with

& & The essential American - Cushr Call number information al
-l 973 22 - ARROWOOD Call number: 97322 Class scheme: DEWEY
U - 1 - BOOK - STACKS
Call library: ARROWOOD
Shadow call number N
Item information
Item ID: ,7 Copy number: ’17
Type: BOOK ~| ltem library: ARROWOOD -
T 21 Home location: STACKS ~| Curentlocation:  STACKS
Date created: 11/8/2011 = o
Dot ot e o N tom cat: =] remea I
Tl none Media desk: ~| Number of pieces: |1
Last discharged: Never
Date inventoried: Never Total charges: ,07 Price: $24.95
Times inventoried: 0
Previous user ID: ¥ Permanent ¥ Circulate
Last activity: Never | Bl

Return to Search ‘ §ave‘ Add ltem | Delete(x) ‘ Qlose|

7.  Make the necessary modifications item information.

8.  Scan an item barcode, or type an Item ID and click Save.

You may also press the Enter key to save your changes. If you scanned in
the barcode with a scanner, the hard-carriage return should automatically
save the information.

Control Bibliographic| Call Number/Item \E

=E New moon - Meyer, Stephenie, 1973-
=l FIC MEY - ARROWOQOD

~if'31000003174885 - 1 - BOOK - FIC

&3 1000003174886 - 2 - BOOK - FIC

9.  Repeat steps 6-8 until all item records have been added to the
appropriate call number.

10. Click Close.

+%a
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Editing Items

Edit Item Wizard

Use the Edit Item wizard to make changes to item records already in the

catalog. This wizard does not give staff access to make changes to the
bibliographic or title record.

To edit an existing item record:

1. Within the Cataloging toolbar, open the Call Numbers and Items
group of wizards.

2.  Click the Edit Item wizard. ﬁ% Edit Item

A ARG ==

Search for: | V|

Index: Title 4

Type:
Library: ALL ~| | @Keyword
. L . . CBrowse
Current: Hsieh, Tony. -— Delivering happiness : a path to profits, pas...... OExact

3.  Using the Index drop down, select the index you want to use for
searching catalog information.
4. Type in your search terms in the Search for field and click Search.

9.  If you receive a hit list, double-click the title you want to modify or
highlight it and click Modify.

6.  Click the item in the tree to which you want to make changes.

. o‘-




Control| Bibliographic| Call Number/Item | Bound-with

=& The death of American virtue : Clinton vs. St
Sl 973,929 GOR - ARROWOOD
31000839892463 - 2 - BOOK - NF
31000839224772 - 3 - NEW-BOOK - NF
WN31000839821162 - 4 - NEW-BOOK - NF

Highlight the item in the
tree to which you want to
make changes

< >
Date created: 9/24/2010

Date last charged: Never

Date due: none

Last discharged: Never
Date inventoried: Never
Times inventoried: 0
Previous user ID:

Last activity: Never
In-house uses: 0

7. Click Save.

8. Click Close.

<

Global Item Modification Wizard

The Global Item Modification wizard allows the cataloger to create a
template of changes to be made to selected items, and globally apply
these changes to all items whose IDs are scanned.

Call number information

Call number: 973.929 GOR Class scheme:

Call library: ARROWOOD

Shadow call number N

Item information

Item ID: 31000839883723 Copy number:
Type: NEW-BOOK ~| Item library:
Home location: NF ~| Currentlocation:
Item catl: NONFICTION ~ Item cat2:

Media desk: ~| Number of pieces:

Total charges: 0 Price:

Permanent
O shadow item

Extended information

Circulate

Tag Contents

Return to Search

DEWEY

—
ARROWOOD
NF

ADULT
—
s2795

To apply the same changes to multiple items:

1.  Within the Cataloging toolbar, open the Call Numbers and Items

group of wizards.

2.  Click the Global Item Modification wizard

Global Item Modification
T & ®m
Item ID:

Item Yalues to Madifv

.@. Global Ttern Modification

Ttem type: »Will not be ... ¥ Home location:  »Will not be ...
Item category 2: | »Will not be ... ~| Item library: »Will not be ...

Permanent: »Will not be ... v| Circulate: »Will not be ...

~| Item category 1: »Will notbe ... v
| Shadowed: »Will notbe ... v

~| Price: $0.00

Close
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Under Item Values to Modify, make any needed changes to the item
value fields by selecting a new policy value from the drop down list.
To reset the item values, click Reset.

In the Item ID field, type the item ID and click Modify or scan each
item’s ID that you want to modify. If you don’t know the item ID, use
the Modify Selected Items helper to search for items by title, and then
select the items you want to modify.

Elobal Item Modification

ﬁlm =N

Item ID: 31000992838254

rItem Values to Madi

Item type: BOOK ~| Home location: Item category 1: | »Will not be ... ~
Item category 2: | »Will not be ... ~ Item library: »Will not be ... ¥ Shadowed: »Will not he ... v
Permanent: »Will not be ... ~| Circulate: »Will not be ... ~| Price: $0.00

Title Author Call number Copy Item ID

Delive 658.409 31000992838254
Item type: NEW-BOOK Modified to: BOOK

Home location: NF
Item category 1: NONFICTION
Item category 2: ADULT

Modified to: FIC

Item library: ARROWQOOD

Shadowed: N

Permanent: Yes

Circulate: Yes

Price: $23.99 Modified to: 0.00

As you scan each additional item, WorkFlows adds it to the list of
changed items.

Elobal Item Modification

ﬂlllﬂ g &R

Item ID: 31000622638399

rItem Values to Madifv———

Item type: BOOK ~| Home location: |[FIC ~| Item category 1: »Willnotbe ... v
Ttem category 2:  »Will not be ... ¥| Ttem library: »Will not be ... ¥| Shadowed: »Willnotbe ... v
Permanent: »Will not be ... v| Circulate: »Will not be ... | Price: $0.00

Title Author Call humber Copy Ttem ID

Delivering happin... Hsieh, Tony. 658.409 1 31000992838254
Don't blink : a novel | Patterson, James... [FIC PAT 31000622638399
Item type: NEW-BOOK  Modified to: BOOK

Home location: FIC

Item category 1: FICTION

Ttem category 2: ADULT

Item library: ARROWOOD

Shadowed: N

Permanent; Yes

Circulate: Yes

Price: $21.99 Modified to: 0.00

S.  When you have finished modifying item records, click Close to exit or
Clear to clear the list of previously processed items.

Cataloging




ltem Group Editor Wizard

Item Group Editor features can be used to edit items in batch ‘on-the-fly’
and from archived group lists. You can work from an item list or you can
create, save and/or edit item groups. While similar to the Global Item
Modification wizard described above, the Item Group Editor wizard has
many enhanced features. You can archive item groups, add items to an
existing group, merge and remove groups.

Wizard Properties

Before using the Item Group Editor wizard, a system administrator may
need to change the wizard’s properties to facilitate item record
modification.

To change Item Group Editor wizard properties:

1. Right-click on the Item Group Editor wizard.

Itern Sroup Editor I I
Help...

2. Click on the Behavior tab.

N\ The Behavior tab appears if logged in with a system
= administration or supervisor-level login.

3.  Check the Update Dynamic Indexes check box.

@ 1tem Group Editor : Set Properties _|

Display property page: O Wizard Startup @ Never

Behavior | Defaults

M Update dynamic indexes when editing items

[ OK H Cancel l

+%a
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Editing a group of 1,000 or more items may slow performance,
especially on systems that use an ISAM database. To avoid
slow performance, limit item groups to 1,000 items or less!
With dynamic indexing off, you will not be able to search for items
using the recently edited values until the Add, Delete, Update
Databases maintenance report runs overnight.

4. Click

@

the Defaults tab.

tem Group Editor : Set Properties

Display property page: O Wizard Startup @ Mever

Search preferences

Start with:

Number of items per browse screen:

@ Itermn Search
O Group Search

Item Search: O single Index: | Item ID

']

® Advanced

Item Lists

O Display author

O Display copy number
[ Display drculate flag

By selecting the Advanced search option you will Display Multiple
Search Fields. This allows the user to quickly select multiple indexes in
which to enter multiple search criteria to narrow the search results.

Library

Date created:

Item type:
Price:
Permanent:

Circulate:

Cataloging

€] Home location [] current location: &3 Search

4] Last activity date: [©) Date inventoried: %)

) 1tem category 1 [ 1ter category 2 %)

[#] Extended info: (] Media desk: 3 O single
Oves ONo ®Both Shadowed: Oes ONo @Both Reserve status: @ aAdvanced

Oves ONo @ Both

Depending on the configuration of this feature, so of the fields
shown above may not appear to staff.




Creating an Item List

You can search for items by either a simple, one-field query or by an
advanced, multiple-field query. WorkFlows presents the search results in
the top list below the search fields. You can then move any items you

want to work with to the Item List.

To create a list of items using an advanced

search:

1. Within the Call Numbers and Items group, click the Item Group Editor

wizard =% Ttem Group Editor

2.  Specify the values you want to search for in the advanced search
tields. Some fields include a gadget to help you expand or limit your
search, others let you select the search option either through a radio

button or drop down list.

Item Group Editor : Ttem Search

G my P

Library: ARROWOQOD Home location:
Date created: Last activity date:
Item type: [NEW-BOOK Item category 1:

Price: Extended info:
Permanent: OYes ONo @ Both

Oves ONo @Both

shadowed: Oves ONo @ Both

Girculate:

Current location:
ate inventoried:
Item category 2:
Media desk:

Reserve status:

Clear
€] O single
W © Advanced

3. After making your advanced search field selections, click Search. The
results of your search display in the Result List.

Xtem Group Editor: Item Search

B
& unm@\

Library: ARROWOOD Home location: current location:
Date created: Last activity date: Date inventoried:

ear

Item type: NEW-BOOK Item category 1: Item category 2:
Price: Extended info: Media desk: ® | osingle
Permanent: OYes ONo ®Both Shadowed: OYes ONo @ Both Reserve status: 4 ® Advanced
Circulate: OYes ONo ®Both

Result List: 18 records, displaying 1-18

=

Title Call Number Library Item ID Type Current Location

Angel : a maximum r... FIC PAT ARROWOOD 30947000372477 NEW-BOOK FIC L

The death of Americ... 973.929 GOR ARROWOOD 31000839821162 NEW-BOOK NF

The death of Americ... 973.929 GOR ARROWOOD 31000839224772 NEW-BOOK NF

The death of Americ... 973.929 GOR ARROWOQOD 31000839883723 NEW-BOOK NF

1 Chronicles / by Pe... B§1345.53 .05713 ... ARROWOOD 30947000177726 NEW-BOOK STACKS

Item List

Title call Number Library Ttem ID Type Current Location

Create Group Edit Ttems Remoye Items

Glear teom it
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4.  Select the item or items you want to add to the Item List (these are the
items you can edit together or use to create a group), then click the
Add Selected tool. If you want to move all of the search results from the

current page of results, click the Add All tool.

Item Group Editor : Item Search

G m

Library: ARROWOOD
Date created:
Ttem type: NEW-BOOK

Home location:
Last activity date:
Ttem category 1:

urrent location:
ate inventoried:
tem category 2:

Price: Extended info: edia desk: O single
permanent:  OYes ONo @ Both shadowed: OYes ONo @Both Reserve status: ¥ | ® Advanced
Circulate: OYes ONo ®Both

Result List: 18 records, displaying 1-18

= =

Title call Number Library Ttem ID Type Current Location

The jungle / Clive C... FIC CUS ARROWOOD 30947000227881 NEW-BOOK FIC [
The jungle / Clive C... FIC CUS ARROWOOD 30947000227880 NEW-BOOK FIC

Angel : a maximum r... FIC PAT ARROWOOD 30947000372478 NEW-BOOK FIC

Angel : a maximum r... FIC PAT ARROWOOD 30947000372477 NEW-BOOK FIC

. 973.929 GOR ARROWOOD 31000839821162 NEW-BOOK NF

miAAARAARnammA . e L]

Item List: 11 records

Title Call Number Library Item ID Type current Location
The informatiol . 020.9 GLE ARROWOOQD 30947000728339 NEW-BOOK NF L)
The information : + 020.9 GLE ARROWOOD 30947000728338 NEW-BOOK NF
Treachery in death /... FIC ROB ARROWOOQD 30947000266382 NEW-BOOK FIC
Treachery in death /... FIG ROB ARROWOQD 30947000266381 NEW-BOOK FIC

The jungle / Clive
The jungle / Clive

FIC GUsS ARROWOOD 30947000227884 NEW-BOOK FIC
FIC GUS ARROWOOD 30947000227883 NEW-BOOK FIC

The jungle / Clive FIC CUS ARROWOOD 30947000227882 NEW-BOOK FIC
The jungle / Clive C... FIC CUS ARROWOOD 30947000227881 NEW-BOOK FIG ¥
[ Create Group ] I Edit Ttems ] [ Remoye Items ] [ Clear Ttem List ] [ Close ]

5. If you need to delete items from the Item List, click Remove Items to
remove the selected items or Clear Item List to remove all items.




m SirsiDynix Symphony Training

To create a list using a single search:

1.  Click the Item Group Editor wizard. ltemn Group Editor
2. Click the Single radio button, and the Index field becomes active.

3. In the Index box, select a search index from the drop down list.

Item Group Editor : Item Search

& my |

Index: [Ttem ID i 2
Item ID: [T @single

L.ast Activity © Advanced
Library

Media Desk
Permanent
i} Price ==
Title |Reserve Status t Location
shadowed v

4.  Specify the value you want to search for in the search field box. Most
search indexes include a gadget to help you expand or limit your
search; others let you select the search option either through a radio
button or drop down list. In the Itern Group Editor wizard properties
window you can specify the default search index.

S.  After making your search field selection, click Search. The results of
your search display in the Result List.




Creating a Group

To create a group of items, follow the steps as given above for creating a
list of items. Once you have done that, do the following;:

1. dlick Create Group.

Item Group Editor : Create Group BEE

& g

Group Info

Group ID;:
Description:

Item List: 6 records

Title Call Number Library Ttem ID Type Current Location
Early childhood ed... LB1139.25 .E263 ... ARROWOOD 30947000555896 NOCIRCMAG PERIODICAL
Early childhood ed... LB1139.25 .E263 ... ARROWOOD 30947000555895 NOCIRCMAG PERIODICAL
Early childhood ed... LB1139.25 .E263 ... ARROWOOD 30947000555894 NOCIRCMAG PERIODICAL
Early childhood ed... LB1139.25 .E263 ... ARROWOOD 30947000555893 NOCIRCMAG PERIODICAL
Scientific American. XX(98528.1) OCT ... ARROWOOD 30947000283339 NOCIRCMAG PERIODICAL
German life. 943.005 V. 2 NO., ... ARROWOOD 30947000111920 NOCIRCMAG PERIODICAL

Create Group Save Group

Remove Group Edit Items Restore Items (b) New Search (g)

Type a name for the group (up to 20 characters) in the Group ID field.

You can also select Auto from the drop down list to have

WorkFlows assign a group ID to the group. WorkFlows assigns

the name “ITEMGROUP-” followed by an incremented number.
Click Create Group.

Click OK.

Item List: 6 records

Title call Number Library Item ID Type current Location
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 30947000555896 NOGCIRCMAG PERIODICAL
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 30947000555895 NOCGIRCMAG PERIODICAL
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 309470005556894 NOCIRCMAG PERIODICAL
Early childhood educ... LB1139.25 .E263 V. ... ARROWOQD 094 NOCGIRCMAG PERIODICAL
Scientific American. XX(98528.1) OCT 2... ARROD) NOCIRCMAG PERIODICAL
German life. 943,005 V. 2 NO. 5 ... ARRO| - NOCIRCMAG PERIODICAL

\l{) Group created.
*¥a
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Modifying an Item List

The Item Group Editor wizard lets you edit specific field values in a batch
of items. The items may either be in a set of unsaved items or in a saved
group. When you create a group of items, you can save (or archive) a
snapshot of the item values in each item. This allows you to restore the
affected value of each item in a single action. The option to archive item
values is not available when working with a set of items that is not saved
as a group.

To edit the field values of multiple items:

1.  Within the Item Group Editor wizard, search for the items you want
and add them to the Item List.

Item Group Editor : Ttam Search EE
=] uum@ |
Library: ARROWOOD Home location: current location:
Date created: Last activity date: @ ate inventoried:
ear
Ttem type: |NOCIRCMAG Ttem category 1: Ttem category 2:
Price: Extended info: Media desk: © single
Permanent: OYes ONo @ Both Shadowed: Oves ONo @Both Reserve status: @ advanced
Circulate: Oves ONo @Both

Result List: 28 records, displaying 1-28

= =

Title call Number Library Ttem ID Type Current Location

Rider, PERIODICALS JAN ... ARROWOOD 97851-4001 NOCIRCMAG PERIODICAL A
Rider, PERIODICALS DEC ... ARROWOQOD 97851-3001 NOCIRCMAG PERIODICAL

Scientific American. XX(98528.1) OCT 2... ARROWOOD 30947000283339 NOGIRCMAG PERTODICAL

Guardian weekly (M... PER SEP 12, 2011 ARROWOOD 97858-13001 NOGIRCMAG PERTODICAL

Horse & rider. 8F277 \H73 SEP 2011 ARROWOQOQD 97580-17001 NOGIRCMAG PERTODICAL

German life. 943.005 V. 2 NO. 5 ... ARROWOOD 30947000111920 NOGIRCMAG PERIODICAL

Annual review of mi... QR1 .A5 V.36 V. 20... ARROWOQD 27720-46001 NOGIRCMAG PERIODICAL

Field & stream (2003) PERIODIGALS MAR ... ARROWOQD 97848-11001 NOGIRCMAG PERIODICAL

Serial with copies ad... PERIODIGALS MAY ... ARROWOQD 97541-15001 NOGIRCMAG PERIODICAL

Annual economic re... PER 2011 ARROWOQQD 97381-3001 NOGIRCMAG PERIODICAL

Horse & rider. SF277 \H73 APR 2011 ARROWOQQD 97580-16001 NOGCIRCMAG PERIODICAL A7

Item List: 6 records

Title call Number Library Item ID Type Gurrent Location

Early childhood edu... LB1139.25 .E263 V.... ARROWOOD 30947000555896 NOGIRCMAG PERTODICAL (o]
Early childhood edu... LB1139.25 .E263 V.... ARROWOOD 30947000555895 NOGIRCMAG PERTODICAL

Early childhood edu... LB1139.25 .E263 V.... ARROWOQD 30947000555894 NOGIRCMAG PERIODICAL

Early childhood edu... LB1139.25 .E263 V.... ARROWOQD 30947000555893 NOGIRCMAG PERIODICAL =

Create Group ] l Edit Items Remove Items ] l Clear Item List ] l Close ]
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2. Click Edit Items.

Ttem Group Editor : Edit Ttems

Ttem information

>

Item ID: Copy number: ‘Will not be modified *'|
Type: will not be modified ¥ Item library: ‘Will not be modified v|
Home location: Will not be modified ¥ |Current location:

Ttem catl: will not be modified ™ |Item cat2: will not be modified b
Media desk: will not be modified ¥ Number of pieces: Will not be modified v
Permanent: Will not be modified ¥ |Price; Will not be modified v
Shadow item: Will not be modified ¥ |Girculate: Will not be modified 4
Extended information

ONew © Append O Replace CIRCNOTE: |

O MNew @ Append O Replace PUBLIG:

O New @ Append O Replace STAFF:

v

Title Call Number Library Ttem ID Status

l Edit Ttems H Reset (b) H Close ]

3.  Make changes to the fields that you want to be applied to all of the

items in the Item List.

4. When you have finished editing the field values, choose Edit Items to
apply the edited values to all of the items in the Item List, or Close to
return to the Item Group Editor without applying the changes.

Cataloging




1.
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To edit items in a group:

In the Item Group Editor wizard, click the Item/Group Search helper.
Type all or part of the group name in the Group ID field. You can

also leave the Group ID field blank to search for all groups.

Click Search.

Item Group Editor : Group Search EE
& mR
Group ID: | | ["search
Library:  [ALL v
Group List
Group ID Library Description Item Count Archived Date Created
OCTOBER-NB ARROWOOD b N [3/24/2011
NB-JUNE ARROWOOD New books pulled i... 2 N 4/15/2011
NOCIRCMAGAZINES ARROWOOD 6 N 9/29/2011

I Manage Group H Merge Groups H Close I

Highlight the group you want to edit and click Manage Group.

o
Add or remove items to the list using the tools.

Click Edit Items.

Click the Archive Before Editing checkbox if you want to save the
current settings for the items before making the changes.

Item Group Editor : Manage Group SE=
-
& M Group editor  Edit rtams G
&
Sre | mirdhive before editing
ard . . 9\
Item information
Des
Item ID: Copy number: |Wi|| not be modified 'l
Tter | Type: will not be modified ~ | Item library: |will not be modified ~|
g Home location: will not be modified ¥ |Current location:
Tit Item catl: will not be modified ¥ Item cat2: Will not be medified M
Ear Media desk: will not be modified ¥ Number of pieces: |Will not be modified M|
Ear Permanent: will not be modified ™ |Price: will not be modified .|
Ear shadow item: |Will not be modified ¥ Circulate: will not be modified o
Ear
Sci¢ | Extended information
Ger =
ONew © Append C Replace CIRCNOTE: |
ONew ® Append O Replace PUBLIC: |
v
Title Call Number Library Item ID Status
Edit Items || Reset (b)
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8.  Make changes to the fields that you want to be applied to all of the
items in the Item List.

9. When you have finished editing the field values, choose Edit Items to
apply the edited values to all of the items in the Item List, or Close to
return to the Item Group Editor without applying the changes.

w) e .
-\ When editing items in a group, you have access only to those
= items that you have privileges to according to the Item

Maintenance settings that have been applied. For example, if the
person who created the group has access to all libraries, and you
don’t, there may be items in the group that you don’t have access
to. After you change the field values and execute the Edit Items
function, you will receive an error message for those items that
you do not have privileges to edit.

. o‘-




Working with Groups
To merge groups:

1.

eJ

In the Item Group Editor wizard, click the Iter/Group Search helper.

Type all or part of the group name in the Group ID field. You can

also leave the Group ID field blank to search for all groups.

Click Search.

In the Group Search window, select the groups you want to merge.

Hold down the Ctrl key to select more than one group.

Click Merge Groups.

Item Group Editor : Group Search

& WP

Group 10 \

| Search

Library:  [ALL

]

Group List

Library
ARROWOOD
ARROWOOD
ARROWOOD
i jo]n]
ARROWOOD
ARROWOOD
ARROWOOD
AR (o]n]

Group 1
MOYERMAGS
DOGS
REF

ADUFIC
SHADOWED
WHS

Iterm Count
100

19

101

Description
Movyers Magazi...
Cogs Bibliogra...
Juvenille refere...

Huvenile Fiction
Adult Fiction
Shadowed items 4

2 )
o n_________|

100

Archived

&]
M

M
R
)

M

Date Created
10/27/2010
10/27/2010
10/28/2010

10/28;

10/28/2010
10/28/2010
11/23/2010

12/17/2010

Use the Ctrl key to
select more than
one group

6.

l Manage Group l Merge Groups H Close ]

Do one of the following to name the group:

® Type a Group ID for the group (up to 20 characters).

® Select Auto from the drop down menu. Auto creates a group ID
by combining the string “ITEMGROUP-" with an incremental

number.

Select the Group ID of one of the groups you selected to merge

from the drop down menu. The items in the merged group will
replace the items in the selected group.

4
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Item Group Editor : Merge Groups

Merge Groups

Group ID: ||

Description: |

Library: | ARROWOOD

[ Merge Groups ” Cancel I

7.  Type a description of the group, if necessary.
8.  Select a Library from the drop down list, if necessary.
9.  Click Merge Groups.

[0 1tem Group Editor |

\!4) Merge successful,

QK

10. Click OK.

+%a
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1.

To print a list of items in a group:

In the Item Group Editor wizard, click the Item/Group Search helper.
Type all or part of the group name in the Group ID field. You can
also leave the Group ID field blank to search for all groups.

Click Search.

Select the group you want to view and click Manage Group.

Click the Print Items helper. =

The Print Preview window opens. The buttons at the top of the
window let you preview each page of the document and zoom the
view in and out.

Print Preview:

& 4 > M pagedt ¥ R &

Item Group
Crroup ID: NOCIRCMAG A ZINES
Ttern count: 6 Library: ARROWOOD
Date created: 22002011 Date modified: 92002011
Created by TECH Modified by: TECH

Item List

LB113925 E263 V. 39 NO. 4 3094700055589
Early childhood education journal
Type: NOCIRCHAG Library: ARROWOOD
Current location: PERIODICAL
LB113925 E263 V. 39 N0.3 30947000555895
Early childhood education journal
Type: NOCIRCHWAG Library: ARROWOOD
Current location: PERIODICAL
LB113925 E263 V. 39 NO. 2 30947000555894
Early childhood education journal
Type: NOCIRCMAG Library: ARROWOOD
Chrrent location: PERIODICAL
LB113925 E263 V.39 MO, 1 30947000555893
Early childhood education journal
Type: NOCIRCHWAG Library: ARROWOOD
Current location: PERIODICAL
XX(98528.1) OCT 2011 30947000283339
Scientific Araerican
Type: NOCIRCHMAG Library: ARROWOOD
Current location: PERIODICAL
043.005 V.2 MO, 5 ATUGSER 2011 3094700011920
Crerman life
Type: NOCIRCHWAG Library: ARROWOOD
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6. Click the Print button.

The Print dialog box opens.

7.  Select the printer and properties that you want, and then click OK.

To delete a group:

1. In the Item Group Editor wizard, click the Item/Group Search helper.
2.  Type all or part of the group name in the Group ID field. You can
also leave the Group ID field blank to search for all groups.

3.  Click Search.

4. Click Manage Groups.

5.  Click Remove Group.

Group Info

Group ID: \NDCIRCMAGAZINES | Date created: 9/29/2011 Created by: TECH Library: ARROWOOD
Description:\ | Date last modified: 9/29/2011 Last modified by: TECH

Item List: 6 records

Title Call Number Library Item ID Type Current Location
[CIRCMAG PERICDICAL

Early childhood educ... LB1139.25 .E263 V. @ ttem Group Editor : Confirmation

Early childhood educ... LB1139.25 .E263 V. ——[CIRCMAG PERIODICAL
Early childhood educ... LB1139.25 [E263 V. :_:/ Are you sure you want to delete this group? |[CIRCMAG PERIODICAL
Early childhood educ... LB1139.25 .E263 V. CIRCMAG PERIODICAL

[CIRCMAG PERICDICAL
[CIRCMAG PERICDICAL

Scientific American XX(98528.1) OCT 20
German life 943.005 V. 2 NO. 5 Aj

6. Click Yes.

@ Item Group Editor |

\i{) Group and group item(s) removed.

7. Click OK.




To restore items to their original values:
1. In the Item Group Editor wizard, click the Item/Group Search helper.
2.  Type all or part of the group name in the Group ID field. You can

also leave the Group ID field blank to search for all groups.

3. Click Search.

Ttem Group Editor : Group Search - o =
& m P
Group 1D: | | [search |
Library: AL v
Group List
Group ID Library Description Item Count Archived Date Created
OCTOBER-NB ARROWOOD 5 N [3/24/201L
NB-JUNE ARROWOOD New books pulled in... 2 N 4/15/2011
NOCIRCMAGAZINES ARROWOOD 10 Y 9/29/2011
J-REF-BOOKS ARROWOOD 4 N 9/29/2011

Indicates group has
been archived

[ manage Group | [ Merge Groups | [ close |

4. Ifalist of saved groups display, select a group in the list and click
Manage Group.

Item Group Editor : Manage Group DEE
& m 8
Group Info
Group ID: |NOCIRCMAGAZINES | Date created: 9/29/2011 Created by: TECH Library: ARROWOOD
Description: | | Date last modified: 9/29/2011 Last modified by: TECH

Item List: 10 records

Title Call Number Library Item ID Type Current Location
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 30947000555896 MAGAZINE PERIODICAL
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 30947000555895 MAGAZINE PERIODICAL
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 30947000555894 MAGAZINE PERIODICAL
Early childhood educ... LB1139.25 .E263 V. ... ARROWOOD 30947000555893 MAGAZINE PERIODICAL
Rider PERIODICALS SEP 2... ARROWOOD 97851-12001 MAGAZINE PERIODICAL
Rider PERIODICALS AUG 2... ARROWOOD 97851-11001 MAGAZINE PERIODICAL
Rider PERIODICALS JUL 2... ARROWOOD 97851-10001 MAGAZINE PERIODICAL
Rider PERIODICALS JUN 2... ARROWOOD 97851-9001 MAGAZINE PERIOQDICAL
Rider PERIODICALS MAY 2... ARROWOOD 97851-8001 MAGAZINE PERIODICAL
Rider PERIODICALS APR 2... ARROWOQOD 97851-7001 MAGAZINE PERIOQDICAL

Create Group Save Group Remove Group ] [ Edit Items ] [ Restore Items (b) [ New Search (g) ]

5.  Click Restore Items.
@ I[tem

\_‘{/ Are you sure you want to modify all items in this group?
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6.  Click Yes to restore the edited fields to their original values.

Item Group Editor : Restore Items Results = EH =

Title »» Call Number  Library Item ID Status
Early childh... LB1139.25 .... ARROWOOD 309470005... Restored
Early childh... LB1139.25 .... ARROWOOD 309470005... Restored
Early childh... LB1139.25 .... ARROWOOD 309470005... Restored
Early childh... LB1139.25 .... ARROWOOD 309470005... Restored
Rider PERIODICA... ARROWOOD 97851-12001 Restored

Rider PERIODICA... ARROWOOD 97851-11001 Restored
Rider PERIODICA... ARROWOOD 97851-10001 Restored
Rider PERIODICA... ARROWOOD 97851-9001 Restored
Rider PERIODICA... ARROWOOD 97851-8001 Restored
Rider PERIODICA... ARROWOOD 97851-7001 Restored

Close

7.  Click Close to return to the updated Manage Group window.
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Special Cataloging
Functions

In this section you will learn to:

Link multiple title records to a single item record.

Transfer call number or items.

Bound-withs Wizard

Use the Bound-withs wizard to link multiple title records with a single
item record in situations where you want each title record to be
separately searchable. Only one linked title record may have an item
record attached.

When using the Bound-withs wizard, keep in mind the following:

A child call number with items cannot be bound with a parent call
number.

A child call number can be linked to only one parent, but a parent
call number can be linked to any number of child call numbers.

A child call number cannot be used as a parent call number for
another item.

Parent and child call numbers must be cataloged in the same
library.

The parent call number must have at least one item.
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Below is a representation of a parent record and its relationship to a child

record:

Parent Title

Child Title

Call Number

Call Number

ltem

(Barcode)

+%a
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1.

2.

To create bound-with links:

Within the Cataloging toolbar, open the Special group of wizards.

Click the Bound-withs wizard. 8 eound-withs

4 B ff == LN

Search for: | v

Index: Title Type:

Library: ALL @ Keyword
o ) O Browse

Current: Gonzalez, Christina Diaz,... --- The red umbrella --- XX(97670... O Exact

Using the Index drop down, select the index you want to use for

searching catalog information.

Type in your search terms in the Search for field and click Search.
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5. Select the title to be bound and click Add to Tree.

Bound-with

=
£ 4 T =~ Pl
Search for: |parent record "‘ [ Search
Index: Title v rType:
Library: ALL v | @Keyword
O Browse
Current: Gonzalez, Christina Diaz,... -—— The red umbrella --- XX(97670... O Exact

=B Parent record -

Records | Description| Call Number/Item \

KEYWORD Title parent record, ALL: 1 record
ITitIe ][Author \ ][Pub. Year ]
)

6.  Type the search terms for the next record in the Search for field and
click Search.

7. Select the title to be bound and click Add to Tree.

=& Parent record -
=8B Child record -

Records | Description| Call Number/It_a\
KEYWORD Title child record, ALL: 1 recor

Title lauthors, JPub. vear |
Y

Close

. o‘-
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8. Click the title in the tree with no copy attached, and click Retain for
Linking. To see the record information, use the + sign to expand the
information.

# & Parent record -
=& Child record -

Records |Descripti0n Call Number/‘tem
KEYWORD Title child record, ALL: 1 kecord

Title \[author |Pub. Year |

Igdd to tree“Remoge from tree] Retain for Linkingl

9. Click the item record of the other title, and click Link. To access the
item record, use the + sign to expand the information.

=& Parent record - Price: $0.00 Item type: BOOK
=l XX 1) - ARROWOOD Home location: STACKS Current location: STACKS
A 00 ~ - 5 Item category 1: none Item category 2: none
=& Child record - Date created: 5/27/2011 Media desk: none
~idh XX(98428.1) - ARROWOOD Date last charged: Never Previous user ID:
Last discharged: Newver Last activity: Never

Date inventoried: Never Total checkouts: 0
\imes inventoried: 0 In-house uses: 0

[

2

Records | Description Call Number/Item \

KEYWORD Title child record; ALL: 1 record

Title Jlauthok, JPub. Year
[Add to treeHRemoge from tree] Link

10.  Click OK to the confirmation message.

=& Parent record -
ol XX(98427.1)
: ~n os427-100) Status | Bound-With Child Bound-With Parent Descr...
: e Xx(98428. {Succee. .. [XX(98428.1) - ARR... [XX(98427.1) - ARR... |Link cr...
=E Child record -

ol X(98428.1)

@ Bound-With Operation Results El

5

Records | Descripti

KEYWORD Title cl
[Title TECCITT TOT

11. Click Close.




Transfers Wizard

Use the Transfers wizard to transfer item or call number records to other
existing call number or title records.

The Transfers wizard is used to perform the following functions:

Cataloging

® Transfer an item to an existing call number.

® Transfer a call number and all of its associated items to a different
existing catalog record.

°

to a different existing catalog record.

To transfer an item to an existing call n

Within the Special group of wizards, click the Transfers

ﬁ Transfers

Transfer all call numbers/items from one existing catalog record

umber:

wizard.

Type the search terms for the next record in the Search for field and

click Search.

Transfer Titles, Call Numbers or Items = O

A8 RTE-= AW

Search for: |confession ﬂ Search

Index: [Title ~| rType:

Library: |ALL x|  # Keyword
" Browse

Current: Grisham, John. --- The confession --—- FIC GRI —-- 10 30947000388236 ... ' Exact

Records Descnptmn] Call Numberﬂtem}
KEYWORD Title confession, ALL: 25 records

Grisham, John.

Hahn, Scott.

Patrick, Saint, 373?-4637
Jordan, Mark D.

The confession

Lord, have mercy : the healing power of ...
The confession of Saint Patrick
Katholischer Erwachsenen Katechismus. ...

Add to tree| ‘ | | Close |

To view the bibliographic information about the record,

click the

Description tab. To view the call number or item information, click

the Call Number/Item tab.




4.
5.

N\

6.

4

Select the title to be transferred and click Add to Tree.

In the Transfer tree pane, select the record you want to transfer, and
then click Retain for Transfer. Use the + signs to expand the record.

You can select multiple records in the Transfer tree. To select
sequential records, click the first record. Hold down SHIFT and
click the last record. All records between the first and last
selection are highlighted. To select non-sequential records, hold
down CTRL and click each individual record.

Transfer Titles, Call Numbers or Items = el
£ 8 k[ == W
Search for: ‘confession ﬂ Search
Index: |Title ~| rType:
Library: [aLL ~| | * Keyword
" Browse
Current: Grisham, John. --- The confession --- FIC GRI --- 1D 30947000388236 --- Ctrl#.... £ Exact
=& The confession - Grisham, John. Price: $24.95 Item type: BOOK
E-dl) FIC GRI - ARROWOOD Home location: FIC Current location: FIC
1ty Item category 1: none Item category 2: none
. Date created: 10/20/2011 Media desk: none
E-gllly Date last charged: Never Previous user ID:
Last discharged: Never Last activity: Never
Date inventoried: Never Total checkouts: 0
Times inventoried: 0 In-house uses: 0
< | 5
Records | Description | Call Numberﬂtem}
KEYWORD Title confession, ALL: 25 records
Title huthor ‘Pub. Year |
The confession Grgham, John. 2010
Lord, have mercy : the healing power of confe... Hahg, Scott. 2003
The confession of Saint Patrick Patridk, Saint, 3737?-4637 1996
Katholischer Erwachsenen Katechismus. English Jordary Mark D. 1987 ﬂ
Add to tree| Remove from tree‘ éé'tar'h"fb? ‘transfer ‘ Close ‘

After the record has been retained for transfer, select the destination
record to which you want to transfer the item(s).

E.

= The confession - Grisham, John.

R IFIC GRI - ARROWOOD

-l XX(97356.1) - ARROWOOD

M 21000088273812 - 1 - BOOK - FIC
B FIC GRI - CAFFEY

Highlight the

destination record
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7. Click Transfer.

Wi| Transfer Operations Results

Transfer Status Source Element

Reason
Succeeded 31000088273812

Item transferred; empty callnum removed

_ox |

8. Click OK.

9. Click Close to exit the wizard.

@ . . oo
Y/ Users can only transfer call numbers and items for libraries in
= their Call Number Maintenance and Item Maintenance library
groups.
To transfer a call number and all of its
associated items to a different catalog record:
1. Within the Special group of wizards, click the Transfers wizard.
a Transfers
2.  Type the search terms for the next record in the Search for field and
click Search.
Transfer Tiles, Call Numbers or Ttems = G
# A [RE Tl ==
Search for: |9?8038552BO4? Ll Search
Index: ISBN | Type:
Library: ALL ~| | # Keyword
" Browse
Current: Grisham, John. --- The confession --- FIC GRI --- 1031000089263,  Exact
Records | Description| Call Number/Iteml
KEYWORD ISBEN 9780385528047, ALL: 2 records
The confession Grisham, ]ohn 2010
Add to treel Remove from :'eel Retain for tra 's"e'l :':-'s"f'l Qosel
. S
Cataloging
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3. To view the bibliographic information about the record, click the

Description tab. To view the call number or item information, click
the Call Number/Item tab.

4, Select the title to be transferred and click Add to Tree.

= The confession - Grisham, John.

Records Descn'pt\onl Call Numberﬂteml
KEYWORD ISBN 9780385528047, ALL: 2 records

Title |Auth0r |Pub. Year |
The confession Grisham, John. 2010
The confession _____________|Grisham, John. 2010

Add to tree| Remove from tr Retain for transfer

Select the title to which the call number and associated items will be
transferred and click Add to Tree.

--l% The confession - Grisham, John.
& The confession - Grisham, John.

Records | Description | Call Number/ItE:rn|
KEYWORD ISBN 9780385528047, ALL: 2 records

The confession

Grisham, John. 2010

SirsiDynix Symphony Training



6. In the Transfer tree pane, select the record you want to transfer, and
then click Retain for Transfer. Use the + signs to expand the record.

Transfer Tiles, Call Numbers or Ttems

= =l e
MA R [Ge== LW
Search for: |9780385528047 ﬂ Search
Index: ISBN ~| [Type:
Library: ALL Ll & Keyword
" Browse
Current: Grisham, John, --- The confession --- FIC GRI --- [D:31000089263822 --- Ctrl#:a...  Exact
=B The confession - Grisham, John. Price: $24.95 Item type: =
= fll) FIC GRI - ARROWOOD Home location: FIC Current location:
[1130047000388223 - 1 - BOOK - FIC Item category 1: FICTION Ttem category 2:
=y FIC GRI - FEW Date created: 10/31/2011 Media desk:
. -l 30947000388236 - 1 - BOOK - FIC Date last charged: Never Previous user ID:_|
=flly FIC GRI - MOYERS Last discharged: Never Last activity:
W 30947000388245 - 1 - BOOK - FIC Date inventoried: Never Total checkouts: ~
B The confession - Grisham, John. [l | +

RECDTdS' Description| Call Number,llteml
KEYWORD ISBN 9780385528047, ALL: 2 records

Title

The confession

Add to treel Remove from treel ééfa'\'n for transfer: Transfe | glosel

7. After the record has been retained for transfer, select the destination
record to which you want to transfer the item(s).

=& The confession - Grisham, John.

=i FIC GRI - ARROWOOD

. -l 30047000388223 - 1 - BOOK - FIC
-y FIC GRI - FEW

. =l 30947000388236 - 1 - BOOK - FIC
=il FIC GRI - MOYERS

. -l 30947000388245 - 1 - BOOK - FIC
=& The confession - Grisham, John. Highlight the

SR AFIC GRI - ARROWOOD R destination record
il FIC GRI - CAFFEY

8. Click Transfer.

iWF| Transfer Operations Results (o
Transfer Status Source Element Reason
Succeeded 30947000388223 Item transferred; empty callnum removed

oK |
9. Click OK.

10. Click Close to exit the wizard.
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To transfer all call numbers/items from one

existing catalog record to a different existing
catalog record:

1. Within the Special group of wizards, click the Transfers wizard.
ﬂ Transfers
2.  Type the search terms for the next record in the Search for field and
click Search.
Transfer Tiles, Call Numbers or Ttems - o =
A 4 [RF TG =~ fEw
Search for: |978038552BO47 j Search
Index: 15BN ~| rType:
Library: |ALL ~| | * Keyword
" Browse
Current: Grisham, John. --- The confession -—- FIC GRI ——- I2:31000089263... © Exact

Records | Description | Call Numberﬁtem]
KEYWORD ISBN 9780385528047, ALL: 2 records

The confession

Grisham, John.

Add to tree| | | | Qose|

3.

To view the bibliographic information about the record, click the

Description tab. To view the call number or item information, click
the Call Number/Item tab.
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4, Select the title to be transferred and click Add to Tree.

== The confession - Grisham, John.

Records Descn'pt\on| Call Numberﬂtem|
KEYWORD ISBN 9780385528047, ALL: 2 records

Title |Auth0r |Pub. Year |
The confession Grisham, John. 2010
The confession Grisham, John. 2010

Add to treafl Remoye from :'eel Retain for transfer

Select the title to which the call number and associated will be
transferred and click Add to Tree.

The confession - Grisham, John.
= The confession - Grisham, John.

Records | Description | Call Numberﬂteml
KEYWORD ISBN 9780385528047, ALL: 2 records
Title

Author

Pub. Year
The confession i

The confession Grisham, John.

6.

In the Transfer tree pane, select the record you want to transfer. If
necessary, use the Ctrl key to select multiple call numbers.

3 o‘-
Cataloging v

W 103




7. Click Retain for Transfer.

Transfer Titles, Call Numbers or Items

= OF =
A4 fRETE == LW
search for: |9780385528047 | search
Index: ISBN | [Type:
Library: ALL ~| | # Keyword
 Browse
Current: Grisham, John. --- The confession -—- FIC GRI --- I: 310000892638,  Exact

=B The confession - Grisham, John.

Records | Description | Call Number, ml
KEYWORD ISEN 9780385528047, Al\: 2 records

The confession

Add to treel Remove from treel Retain for transfer

8. After the record has been retained for transfer, select the destination
record to which you want to transfer the item(s).

=& The confession - Grisham, John. Personal Author Grisharm, John,
. Bl FIC GRI - FEW

; Title The confession / John Grisham.
18 FIC GRI - MOYERS
=R&S| The confession - Grisham, John.

& ffl FIC GRI - ARROWOOD ‘\
Il 31000089263822 - 1 - BOOK - FIC

\
Il 30947000388223 - g i gggg: Eg Highlight the
&l FIC GRI - CAFFEY destination record
-l 31000088273854 - 1 - BOOK - FIC
9. Click Transfer.

E Deletion confirmation . u
£Y The confession - Grisham, John.
This operation will remove the title record. Do you want to continue?

o |

10. To remove the title, click Yes. To retain the title record, click No.
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| Transfer Operations Resulls- — — ]

Transfer Status Source Element Reason
Succeeded FIC GRI Wolume transferred
Succeeded FIC GRI Volume transferred; empty title removed

ok |

11. Click OK.

Transfer Tiles, Call Numbers or Ttems = O x
M H R == FE
Search for: |9?8038552BO4? LI Search
Index: ISBN | rType
Library: ALL | | & Keyword
" Browse

Current: Grisham, John, --- The confession --- FIC GRI --- ID:31000089263822 --- TN |~ Eyact
ER=]The confession - Grisham, John. Personal Author Grisham, John,

=gy FIC GRI - ARROWOOD Title The confession / John Grisham.

I 31000089263822 - 1 - BOOK - FIC
31000088273812 - 2 - BOOK - FIC
Il 30947000388223 - 3 - BOOK - FIC
18y FIC GRI - FEW

Il 30947000388236 - 1 - BOOK - FIC
+lly FIC GRI - CAFFEY

#+flly FIC GRI - MOYERS

Records' Description| Call Numberflteml
KEYWORD ISBN 9780385528047, ALL: 2 records

The confession

Unavailable for display. The removed catalog record
will show as "Unavailable for
display” until the Add, Delete,

Update Databases report runs.
This report runs automatically

on a daily basis

Add to treel Remove from treel Retai

12. Click Close to exit the wizard
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Copy Cataloging Using
SmartPort

In this section, you will learn to:

® Configure the SmartPort properties.

® Find and capture records into the catalog using a Z39.50
connection.

For more information on using SmartPort, see “Appendix A - SmartPort”
in this training guide.

About Z39.50

739.50, the American National Standard Information Retrieval Protocol,
provides a standard language for computer-to computer information
retrieval. The Z39.50 protocol translates commands back and forth
between the local system and the external database provider. This
standard translation of commands allows the local user to search the
external database using familiar local commands, and then view search
results in familiar local displays.
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Using SmartPort

SmartPort is an optional feature that allows dynamic capturing and
loading of MARC bibliographic and authority records from a Z39.50
server directly into the library’s catalog.

SmartPort Configuration

When SmartPort captures a record and loads it into the library’s catalog,
it uses specified match points to determine if the record already exists in
the catalog.

To set default values at your workstation, right-click the SmartPort
wizard, and select Properties.

Me] SmartPort : Propertics S

Display property page: ¢ Wizard Startup @ Never

Defaults

MARC Import =
Bibliographic Record Load Options
" Replace current record
@ Match and load
& Match on title control number
" Match on title control number or indexed MARC tag

" Match on title control number and indexed MARC tag

Title control number source: | ®
Indexed MARC tag number: | %
call sources: | ®
Library: | ﬂ |-
Format: [MARC ~|
Remove subject headings | %

Authority Record Load Options
" Replace current record

* Match and load

Authority control number source: | 4

oK Cancel

You can choose to display this page as follows:

® Wizard Startup - Displays the properties page only when the
wizard is selected from the toolbar.

® Never - Allows you to see these properties only when you point
to the wizard’s toolbar button, right-click, and select Properties on
the shortcut menu.
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Select one of the following options:

® Replace current record - Designates the incoming record to
replace the last record viewed at the workstation.

® Match and load - Allows SirsiDynix Symphony to search for a
matching record based on the match points options explained
below. If the system finds a match, it will overlay the existing
record. If the system does not find a match, it will create a new
title record.

If you have decided to Match and Load your record, move on to select
one of the following options:

® Match on Title Control Number matches only on the options listed
in the Title Control Number Source field.

® Match on Title Control Number or Indexed MARC Tag considers
the incoming record a match if the title control number of a library
catalog record matches one of the specified Title Control Number
Source fields in the imported record, or if one of the standard
matching numbers from the incoming record as listed in the
Indexed MARC Tag Number field finds a match in an existing
SirsiDynix Symphony database index.

® Match on Title Control Number and Indexed MARC Tag
considers the incoming record a match if the title control number
of a library catalog record matches one of the specified Title
Control Number Source fields in the imported record, and if at
least one of the standard matching numbers from the incoming
record as listed in the Indexed MARC Tag Number field finds a
match in an existing SirsiDynix Symphony database index.

Title Control Number Source

The Title control number source field indicates the values used to specify
the entries in the MARC record that should be checked for a match in the
catalog when using the Match and load option.

Use the gadget to select source options in order of preference. A sequence
of letters representing each option is then recorded. SirsiDynix Symphony
uses these letter values to search for a potential match within the title
control numbers of existing records. If you are an OCLC library, for
example, the OCLC number is probably the primary match point for title
records. Other libraries might use an LCCN if definitive, but an ISBN if
the other value is not present. The values in this field are letter codes that
refer to specific MARC entries.
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SirsiDynix Symphony checks the catalog for a match on the first match
point value. If no match is found, the second match point is checked. This
pattern continues until all match points have been checked. If the match
points specified are exhausted, the incoming record is considered new.

Index MARC Tag Number

This field is available only when the Match on Title Control Number and
Indexed MARC Tag option or the Match on Title Control Number or
Indexed MARC Tag option is selected.

Indexed MARC Tag Number specifies the MARC tag values to check for
a match in addition to the title control number. If this field is used,
SirsiDynix Symphony checks the catalog for a MARC tag match on the
tirst Indexed MARC Tag Number value. If no match is found, the second
Indexed MARC Tag Number is checked, and this pattern continues until
either a match is found, or all Indexed MARC Tag Numbers have been
checked. A Match MARC Tag Hierarchy gadget is provided to select
Indexed MARC Tag Number values.

Specify the indexed marc tag you wish to match on by using the gadget.

The indexed fields/subfields that may be used include the following;

Cataloging

001 Control Number

010 |a LCCN

020 | aISBN

022 | alSSN

024 | aOther standard identifier number
028 | aPublisher number

035 | aSystem control number
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Call Sources

The Call sources field specifies the entry or entries to use for the call
number. Use the gadget to select the following values:

® (lassification - Determines the class scheme that will be assigned.

® Entry ID - The system will look to the specified entry of the
incoming title for a call number.

® Subfields - Defines what subfields of the Entry ID will be used for
the call number.

® Occurrences - If multiple entries of the Entry ID exist, the system
will either use the first or the last occurrence of the tag.

In the example below, the system will look in the 050 entry of the
incoming title record for a call number. A class scheme of LC will be
assigned. The system will use all subfields in the 050 for the call number.
If there are multiple 050 entries, the system will use the first occurrence.

If the record does not contain 050 entries, the system will look in the 090
entry. A class scheme LC will be assigned. All subfields in the 090 will be
used, if multiple 090 entries exist, the system will use the first occurrence.

If the record does not contain 050 or 090 entries, the system will create a
default call number in the format XX(12345.0). In this case, the class

scheme will be AUTO.
Wi| Gadget : Call Number Load Rules l&]
Select the help icon on the toolbar for a detailed description. =

Create a hierarchy of Call Number load rules.
Fill the values that make up a rule and select Add.
The order of rules is important.

Classification: |[REEEEL v
Entry ID: |000 |
Subfields: %

Occurrences: ™ First ¢ Last

| || Classification »‘ Entry 1D | Subfields \ Occurrences |
LC 050 First
LC 090 First
| 1
3
ﬂ
Add ‘ oK | | | Cancel ‘
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Library

This field specifies the library for which this record is being loaded. This
field is required.

Format

This field specifies a default catalog format of the record being loaded to
be used if the record does not contain that information. The MARC
format is the most commonly used format for monographic materials.

Remove Subject Headings

This field specifies one or more subject headings to be removed from the
incoming record, based on the 6XX second indicator values, before it is
loaded into the catalog.

The following valid MARC21 6XX second indicator values can be selected
using the Subject Source gadget.

® (=LC Subject Headings

® 1=LC Subject Headings for Children’s Literature
® 2=National Library of Medicine Subject Headings
® 3=National Agricultural Library Subject Headings
® 4=Source not specified

® 5=National Library of Canada Subject Headings

® (6=Répertoire de vedette-matiere

® 7 =Source specified in subfield 2

N
\/f ) For information on the Authority Record Load Options, refer to
= “Capturing and Loading Authority Records” on page 199.

Save Directory

When saving records that have been captured via SmartPort to a file, the
default directory the file is saved to is C:\ Documents and

Settings\ [network login]\ Sirsi\ Workflows\ Z3950\ Save. Use the gadget
to assign a new default directory for this purpose.

Verify Options

If Verify Options is set to Yes, a window will display the Smart Port
configuration options every time a record is captured. To suppress this
window, set Verify options to No.

3 o‘-
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Strip Junktags

Certain entry IDs (tags) may not be loaded in your library’s catalog.
These tags can be added to a junktag file (zimportjunktag) on the server
by your system administrator.

If the junktag file is in use and this option is set to Yes, those tags are
automatically removed from incoming records and cannot be restored.

If this option is set to No, all tags in the imported record will be loaded.

Save directory: | %
Verify options: * Yes ¢ No

Strip junktags: * Yes ¢ No

script for special processing: |

Script for Special Processing

Users may implement a script to do raw marc processing before
capturing or saving the incoming records. Scripts should be saved in the
Bincustom directory on the server.

Hit Limit for Brief Display

The Single server limit specifies the number of brief records to display in
the search results for single server searches.

The Multi-server limit specifies the number of brief records to display in
the Search Results for multiple server searches.

The Browse terms limit determines the number of browse terms to
display for servers that support the browse option.

Hit limit for brief display

Single server limit: |15

Multi-server limit: |5

Browse terms limit: |8

Gateway timeout: |20 Seconds

Formatted full display: ¢ Yes & No

Gateway Timeout

The Gateway timeout specifies a length of time the SmartPort wizard
allows for connecting to a Z39.50 server before the request times out.
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N\ Gateway timeout must have a value or SmartPort will be unable
— to connect to any Z39.50 server.

Formatted Full Display

The Formatted full display specifies whether or not the record in the
viewing window will default to Formatted. The Yes option displays the

labeled fields. The No option displays MARC entry tags.

+%a
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Capturing and Loading Records

Connecting to a Z39.50 Server

To connect to a Z239.50 server:

1. Within the Common Tasks group of wizards, click the SmartPort

: 4% SrmartPort
wizard.

SmartPort : Connect to Databases

=]
Select All Clear Selections ‘
Gateway name Description | Selected

CATALOG Library Catalog r

LC Library of Congress Catalog r

LCAUTH Library of Congress Authorities r

LCMARC LCMARC r

OCLC-DEMO OCLC WorldCat Sample I

2.  Select the server(s), and click Connect.

SmartPort : Search = [

R EERLE
Search
Search for: | Search
Index |General ﬂ
Clear

Display Capture | Close |
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Searching with SmartPort

To search for records to add to your catalog:

1.

Type the search terms in the Search For box, select the appropriate

Index, and click Search.

SmartPort : Search

b1 | »p|

KR

| | %)

Search

Search for: 9730300167603 Search

Index

|Genera|

[
Clear

Search Results

Library of Congress Catalog found 1 record

2.
the list.

3.

1 The anatomy of influence : literature ... Bloom, Harold.

Display | Capture | Close |

If necessary, use the helpers to move forward and backward through

To view a record, click the title and click Display.

SmartPort : Viewing 1 of 1 from Library of Congress Catalog = e] S

4] <[> [vi] | E]e5

[” Formatted

Title Info
000
001
005
0os
906
925 0
955

010
020
020
035
040

042
050
082
084
100 1
245 14

00
00

3 o‘-
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am alc

16501016

20110906142223.0

10101452011 ctu b 001 0eng

|a7|bcbe|corignew|d1|eecip|f20|gy-gencatlg
|aacquire|b2 shelf copies|xpolicy default

|brg03 2010-10-14|irg03 2010-10-14, to Dewey|wrd61l
2010-10-14|arh07 2011-06-21 1 copy rec'd., to CIP ver.|frg05
2011-07-19 Z-CipVer|txg20 2011-09-06 copy 2 added

|a 2010042456

|a9780300167603 (hc. : alk. paper) :|c$32.50
|a0300167601 (hc. : alk. paper)
|a(0CoLC)ocn670324843

|aDLC|cDLC|dYDXCP|dIAI| dOUP|dSNM|dBWX |dOBE|dUPZ|dNLGGC|dVRC|
dABG|dVvP@|dDLC

|apcc

|aPN81|b.B5449 2011

|ag801/.3|222

|a17.82|2bcl

|aBloom, Harold.

|aThe anatomy of influence :|bliterature as a way of life /|cHarold Bloom.

Capture Close




4, Review the record. Use the scroll bar to view additional lines of the
record. To view another record, use the helpers to move through the
list one record at a time. Click Close to return to the Search window.

Capturing Z39.50 Records Using SmartPort
To capture a 239.50 record:

1. When you find a record to add to your library’s catalog, click Capture
in either the Search or Viewing window. If you selected the Verify
options check box in the SmartPort Properties, the following window
appears:

SmartPort : Capture = el

" Replace current record
&M ¢

* Match on title control number
" Match on title control number or indexed MARC tag

" Match on title control number and indexed MARC tag

Title control number source: |is 2
Indexed MARC tag number: | $
Call sources: |LC,050,,N/LC,O90,,N %
Library: |ARROWOOD ~|

OK Close

2.  Make any necessary changes. The Replace Current Record option
overlays the bibliographic record that was most recently viewed in
WorkFlows. The Match and Load option uses the specified match
points to determine whether any record in the catalog matches the
one being captured.

) . .
N\ ) Even if you use the Replace current record option, you must
= complete the Match and load fields as the fields are required.
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3.  After making changes or accepting defaults, click OK.

SmartPort : Capture NERE
Bof-faE%

Control Bibliographic | MARC Holdings | Call Number/Ttem |

™ Shadow title

Rec_Type B Bib_Lvl m TypeCtrl Enc_Lvl

Desc a Entrd 101014 Dat_Tp 5 Datel 2011

Date2 Ctry ctu Mlus Audience

Repr Cont b GovtPub ConfPub 0

Festschr o] Indx 1 Fiction [4] Biog

Lang eng Mod_Rec Source

~

Label ‘ Tag | Ind. | Contents

_ﬂLC Call Mumber 050 00 PN81|b.B5449 2011 d
_jDewey class number 082 00 801/.3|222

_jother class number 084 17.82|2bdl

_jPersona\ Author 100 1 Bloom, Harold. J

| Title 245 14 The anatomy of influence :|bliterature as a way of life /|cHarold

a Bloom.

_qubhcatlon info 260 New Haven [Conn.] :|bYale University Press,|cc2011.

_jPhysu:a\ description 300 X, 357 p. ;|c24 cm.

_ﬂB\bIlographyr note 504 Includes bibliographical references and index.

~|Contents 505 O The point of view for mv work as a critic. Literarv love : Sublime =/
\
Save ‘ | | Close ‘

4.  The incoming record has not yet been added to the catalog. Edit the
record as needed. Use the helpers to add missing entries or delete
unwanted entries.

5.  Click Save to save the record and add it to the catalog.

Keep in mind that any record created from SmartPort contains just
title and call number-level records. Copies should be added using the
Call Number and Item Maintenance or Add Item wizards.

6. Click Close to close the window and return to the SmartPort Search
window.

7. Continue searching for other titles, or click Close to close the
SmartPort wizard. This closes all Z39.50 connections.
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Replacing Records Using SmartPort

When capturing records, existing records can be overlaid if Match and
load is selected and a match is found, or if Replace current record is
selected.

Match and Load

If Match and Load is selected, SirsiDynix Symphony will search for a
matching record based on the match options that include matching on the
title control number and or matching on a numeric keyword index key.

SmartPort : Capture = el

" Replace current record
e M d

* Match on title control number
" Match on title control number or indexed MARC tag

" Match on title control number and indexed MARC tag

Title control number source: |is £ 2
Indexed MARC tag number: | &
Call sources: |LC,OSO,,N/LC,O90,,N %
Library: |ARROWOOD ~|

OK Close

Match on title control number

If Match on title control number is selected only the title control numbers
of the existing records are matched against the corresponding entries of
the incoming record.

SirsiDynix Symphony checks the catalog for a match on the first title
control number in the list. If no match is found, the second title control
number in the list will be checked, and this pattern will continue until all
values have been checked.

Match on title control number or indexed MARC tag

Match on title control number or indexed Marc tag considers the
incoming record a match if the title control number of a library catalog
record matches one of the specified Title Control Number Source fields in
the imported record, or if one of the standard matching numbers from the
incoming record as listed in the Indexed MARC Tag Number field finds a
match in an existing SirsiDynix Symphony database index.
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Match on title control number and indexed MARC tag

Match on title control number and indexed Marc tag considers the
incoming record a match if the title control number of a library catalog
record matches one of the specified Title Control Number Source fields in
the imported record, and if at least one of the standard matching numbers
from the incoming record as listed in the Indexed MARC Tag Number
tield finds a match in an existing SirsiDynix Symphony database index.

Index MARC tag number

The field is available only when the Match on Title Control Number and
Indexed MARC Tag option or the Match on Title

Control Number or Indexed MARC Tag option is selected.

Indexed MARC Tag Number specifies the MARC tag values to check for
a match in addition to the title control number, if desired. If this field is
used, SirsiDynix Symphony checks the catalog for a MARC tag match on
the first Indexed MARC Tag Number value. If no match is found, the
second Indexed MARC Tag Number is checked, and this pattern
continues until either a match is found, or all Indexed MARC Tag
Numbers have been checked. A Match MARC Tag Hierarchy gadget is
provided to select Indexed MARC Tag Number values.

Specify the indexed marc tag you wish to match on by using the gadget.

If SirsiDynix Symphony finds a matching record, a message will open
indicating a matching record was found and on which title control
number entry the match was made.

Wi| Information X

‘:' Matching record found on title control # 9780195189872

Click OK to close the message, and the incoming record is displayed. Edit
the record and click Save, or click Close to cancel the overlay.

If no match is found, a new record will be created and assigned the first
title control number source listed for which an entry is found in the
incoming record.

Replace Current Record

An individual SirsiDynix Symphony record can also be overlaid with a
more complete cataloging record even without meaningful title control
information. For example, a brief order level record can be overlaid with
the full record from a bibliographic utility, even though the brief record

Cataloging ;&}' 119




contains no matching title control number values. This can be
accomplished by selecting Replace Current Record, as long as the brief
order level record is the current record.

SmartPort : Capture = m

& Replace current record

" Match and load

Title control number source: |is £ 2
Indexed MARC tag number: | %
Call sources: |LC,DSD,,N!LC,O§D,,N &
Library: |ARROWOOD ]

oK Close

N\ To replace the existing title control number for the record, add a
forward slash and repeat the title control number sequence in the
Title control number source field (for example, “ils/ils”).

SmartPort : Capture = [0 =

* Replace current record
" Match and load

@
~
~
Title control number source: |is/is &
Indexed MARC tag number: | %
Call sources: |LC,DSD,,N/LC,DQD,,N &
Library: [ARROWOOD |

oK Close
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If Replace Current Record is selected, the incoming record will replace the
last record accessed in the workstation. The following window appears
with the call number, author, and title information about the record to be
replaced.

W Replace w

Call number: PN81 .B5449 2011
Author: Bloom, Harold.
Title: The anatomy of influence : literature as a way of life

Replace

Cancel

Click Replace to replace the existing record or click Cancel to cancel the
transaction. If a bibliographic record has not been accessed in this
workstation session, the following error message appears:

WF| SmartPort : Error ﬁ

No record available to replace
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Loading Records Using
Reports

In this section, you will learn to:

® Import bibliographic data onto the SirsiDynix Symphony server.

® Run the Load Bibliographic Records report to add titles to the
catalog.

Records can also be batch loaded into your SirsiDynix Symphony catalog
using a two-step process. The first step is to use MARC Import, which
copies a file of records to the SirsiDynix Symphony server. The second
step is to run the Load Bibliographic Records (Bibload) report, which
adds those titles to the catalog. Depending on your selection when
scheduling this report, SirsiDynix Symphony can use holdings
information in the bibliographic record to create copy-level records,
create copies for new titles based on a default Holding Code, or ignore
item-level records altogether.

The following discussion describes a common scenario. It walks you
through copying a file of records from local or network drives to the
proper directory on the SirsiDynix Symphony server. The second phase
of the example outlines the options for setting up the report to load those
bibliographic records.

For other alternatives to loading records in batch, see “ Appendix B -
Load Bibliographic Records Report.”

Importing Records with MARC Import

Use the MARC Import wizard to import files of bibliographic or authority
records from a local or a network drive. Once imported, files can be
listed, viewed, or removed.

Authority and bibliographic records can be in the same file — the MARC
Import wizard separates the bibliographic and authority records into
individual files to be processed separately with the appropriate reports.
As part of the import process, SirsiDynix Symphony first creates a file for
bibliographic records in the /Unicorn/Marcimport directory on the
server and writes any bibliographic records to this file. A file is also
created in /Unicorn/Marcimport/ Authtemp on the server, and any
authority records are written to this file.
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N\ Some vendors will ftp MARC records for materials you purchase
— from them directly to this directory (if given server access).

To import bibliographic data:

1. Navigate to the Utility toolbar and click the MARC Import wizard.

MARC Import = [EF

Import ] Bib Files To Load | Loaded Bib Files| Bib Error Files] Authority Files

Source: | 2

Destination:

Import (b) ‘ ‘ ‘ ‘ ‘ Cancel ‘

2. Verify that Marc is the selected file type, or click Sirsi flat (flat ASCII),
if necessary.

3.  Click the Source gadget to navigate to a file of records saved on your
hard drive or to a shared file server.

4.  Inthe Destination box, type your new name for the copy of the files
on the host machine. Be sure to make a note of the destination file
name to load the records into the SirsiDynix Symphony catalog via
reports.

MARC Import = [0
b
Import l Bib Files To Load] Loaded Bib Files] Bib Error Filesl Authority Files

File type: * Marc ¢ Sirsi flat

Source: |ocument5\Biinographic records\JuvFic.mrc|®

Destination: |arr

Import (b) ‘ | ‘ Cancel‘
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N You may want to establish a naming convention based on the file
creator and/or date created in naming your files of bibliographic
records. A file imported to the server does not need to be loaded
immediately into the catalog. Files can be given a descriptive
name to distinguish them from other bibliographic records and
loaded at your convenience.

5.  Click Import.

JRC Import =1 [Ef

Import ] Bib Files To Load] Loaded Bib Files | Bib Error FiIes] Authority Files

File type: & Ma[ {WF| MARC Import : Confirmation M

Source: jocumel

Destination: jarr

Import (b) ‘ ‘ ‘ | ‘ Cancel ‘

6. If you have no other files to load at this time, click No. If you have
additional files to load to the server, click Yes. This option will
append the next file to the one that has just been loaded.

When finished importing files, a log file appears:

ﬂ log.txt - Notepad l‘ l =HC] é]
File Edit Format View Help
symphony skip Flat Records 3.4 started on sunday, October 23, 2011, 9:55 PM -

MARC records will be read from standard input.

MARC records will be written to standard output.

only bibliographic records will be selected.

The default record format will be MARC.

0 marc record(s) read.

4 marc record(s) processed.

4 record(s) written.
Symphony Skip Flat Records finished on sunday, october 23, 2011, 9:55 PM
symphony skip Flat Records 3.4 started on sunday, October 23, 2011, 9:55 PM
| "mMarRC records will be read from standard input.

Flat records will be written to standard output.

only authority records will be selected.

The default record format will be TOPICAL.

0 marc record(s) read.

4 marc record(s) processed.

0 record(s) written.
symphony Skip Flat Records finished on sunday, october 23, 2011, 9:55 PM |

7.  Click the X in the upper right corner to close this window. The MARC
Import wizard remains open.

8. Click Cancel to exit the wizard.
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After the files load, the file name displays on the Bib Files to Load tab
(Authority files display on the Authority Files tab).

Once you complete the first part of the batch load process — saving
the file of records to the server — you can load the records into the
catalog via reports.

Running the Load Bibliographic Records Report

Follow these steps through the process of loading a file of imported
bibliographic records in a common scenario. This example ignores any
local holdings information found in the records. It uses a default holding
code to create copies when creating titles.

To run the Load Bibliographic Records report:

1. Navigate to the Reports toolbar and click the Schedule New Reports

. % Schedule New Reports
wizard.

want to add the MARC Import, Schedule New Reports, and
Finished Reports wizards to your existing Cataloging toolbar. For
information on modifying the toolbar, see WorkFlows online Help.

@ If you regularly load records into the system in batch, you may

2.  Click the MARC Import tab.

3.  Double-click the Load Bibliographic Records report or highlight it and
click Setup & Schedule.

4.  If necessary, rename the report to help identify it later in your list of
template reports.

5. Click the Load tab.
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schedule New Reports : Schedule Load Bibliographic Records

Basic Load | Ppostlozd| Print Loaded Title| OCR Call Number Label | Spine And Pocket Label |

Input File

File to load: | J

File format: & MARC  flat
Title Control Processing
Key Matching
Title control number matching rule: IB_ &
f* Match on title control number
" Match on title control number or indexed MARC tag
" Match on title control number and indexed MARC tag

Title control number source for incoming items: &
Indexed MARC tag number: @

[ Compare multiple occurrences of a title control number field (not recommended)
Process bibliographic delete status

Matching MARC records that contain a "d" in the Leader/05 will be
" Deleted

" Listed
" Ignored
& Loaded

General information

Update date cataloged: &
Default record format: 57

Update title control information from title information entry: 3
Bibliographic Record Processing

¥ Update bibliographic record when updating records
o

[” Remove entries listed in the file "junktag”

Remove subject headings:

r e
Call Number And Copy Processing
Holdings entry preprocessing: |None ﬂ
Copy processing:fo @
Call number load rules: |LC,USU,,N &
Default holding code: |DEF&ULT ﬂ %

¥ Update AUTO-assigned call numbers
¥ Create/update price from holdings statement, 020 subfield ¢

Error Records

Errar records ¢ Load for review & Write to error file

Default review status:

Library: [ARROWOOD
Schedule Run Mow (b) ‘ Save As Template | Cancel |

6.  On the Load tab, make the following selections:
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Load Tab
Input file

File to load - The records to be loaded must have already been imported
using the MARC Import wizard.

In the File to load list, select a file to load from those present in the
directory. If you do not see your file name here, it was not loaded
properly and you will need to run MARC Import again.

File format - Click MARC to load any files that are MARC format. Click
flat to load files in ASCII format.

Title Control Processing
Key Matching

Title control number matching rule - The title control number matching
rule determines if matched records will be replaced, if new records
should be created and what, if any, records should either load for review
or write to an error log. Use the gadget to choose the appropriate option
for your library. More information about each option is available in
“Appendix B - Load Bibliographic Records Report” on page 233 and the

WorkFlows online Help.
~
N ) Certain tags, such as the 500, may be designated as Local and
= they should not be overwritten when overlaying records; consult

your SirsiDynix Symphony system administrator.

Matching Options

In addition to matching on the SirsiDynix Symphony title control
number, the match and load option can be told to match on a numeric
keyword index key. Choose one of the following options:

® Match on Title Control Number matches only on the options
listed in the Title Control Number Source field.

® Match on Title Control Number or Indexed MARC Tag
considers the incoming record a match if the title control number
of a library catalog record matches one of the specified Title
Control Number Source fields in the imported record, or if one of
the standard matching numbers from the incoming record as
listed in the Indexed MARC Tag Number field finds a match in an
existing SirsiDynix Symphony database index.
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® Match on Title Control Number and Indexed MARC Tag
considers the incoming record a match if the title control number
of a library catalog record matches one of the specified Title
Control Number Source fields in the imported record, and if at
least one of the standard matching numbers from the incoming
record as listed in the Indexed MARC Tag Number field finds a
match in an existing SirsiDynix Symphony database index.

Title control number source for incoming items

This field is similar to the Title Control values discuss above under
SmartPort. The title control number source rule prescribes the number
used as the title control number in SirsiDynix Symphony. In determining
whether an incoming record matches a record already in the SirsiDynix
Symphony database, the title control numbers of existing records are
matched against the corresponding entries of the incoming record.
SirsiDynix Symphony checks the catalog for a match on the first match
point value. If no match is found, the second match point will be checked,
and this pattern will continue until all match points have been checked. If
the match points specified are exhausted, the incoming record will be
considered a new record. Use the Title Control Key Rules gadget to select
control number rules. For example, the sequence represented by “ils”
looks for an ISBN in the 020 field of the record, then an LCCN in the 010,
then an ISSN value in the 022.

Index Marc tag number

This field is available only when the Match on Title Control Number and
Indexed MARC Tag option or the Match on Title Control Number or
Indexed MARC Tag option is selected.

Indexed MARC Tag Number specifies the MARC tag values to check for
a match in addition to the title control number, if desired. If this field is
used, SirsiDynix Symphony checks the catalog for a MARC tag match on
the first Indexed MARC Tag Number value. If no match is found, the
second Indexed MARC Tag Number is checked, and this pattern
continues until either a match is found, or all Indexed MARC Tag
Numbers have been checked. A Match MARC Tag Hierarchy gadget is
provided to select Indexed MARC Tag Number values.

Specify the indexed Marc tag you wish to match on by using the gadget.

SirsiDynix Symphony Training



The indexed fields/subfields that may be used include the following:

® (01 Control Number

e 010|aLCCN
e 020|alSBN
e 022]aISSN

® (24| aOther standard identifier
e (27 |aStandard technical report number
® (28| aPublisher number

® (35 |aSystem control number

Compare multiple occurrences of title control number field (not
recommended)

If this option is selected, all recurring fields in the record such as ISBN
020 will be compared against the existing title control key. All of the fields
with the designated prefix in the incoming record are matched against the
existing title control key.

If this option is not selected (disabled), only the first field selected in your
match list and encountered in the incoming record will be matched
against the existing title control key. The first key encountered is always
used for new records.

Process bibliographic delete status

With this option you can specify how incoming record that contains a “d”
in the Leader/05 position should be treated.

If no matching record exists for an incoming record with a status of "d"
(Leader/05), the report loads the incoming record as a new record.

If a matching record exists in the database for an incoming record, and
the status of the record to be loaded is "d," one of the following
processing options can be selected:
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® Deleted - removes the matching record(s) from the database and
does not load the incoming record.

If the Deleted option is selected, the title and all call
numbers/items will be deleted from the SirsiDynix Symphony
database. However, if an item has a status that would prevent it
from being deleted (for example, the item is charged), the records
will not be deleted.

The Load Bibliographic Records report does not write information
to the history logs. If the Delete option is selected, any deleted
records are not written to the history log.

® Listed - displays the matching record(s) from the database to the
report log and does not load the incoming record.

® Ignored - ignores the matching records, does not list the matching
record(s) to the report log, and does not load the incoming record.

® [oaded - ignores the record status “d,” and loads the incoming
record as a new record.

General Information
Update date cataloged

Each record created or updated by the loader displays a value in the Date
Cataloged field of the Control tab. Use the Calendar gadget to select a
date. If you decide to overwrite these records at a later point, you may
want to use NEVER to give yourself the most flexibility.

Default record format

If the loader is unable to determine the format of the record, the default
record format will be assigned. In the Default record format list, select a
record format. MARC is SirsiDynix Symphony’s record format for
monographic print materials.

Update title control information from title information entry

Dates created, modified, and cataloged can be updated for each record
during the load process using a title information entry such as the 948. If
this field is left blank, dates created and modified will be set to the date of
the load itself.

Update publication year

This option is preset and cannot be cleared (disabled). The publication
year will be updated in the fixed field from the incoming record or entry

type.
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Remove entries listed in the file “junktag”

Certain entry IDs (tags) may not be used in your library’s catalog. These
tags can be added to a junktag file on the server by your system
administrator.

If the junktag file (junktag) is in use and you select this option, those
fields are automatically removed from incoming records and cannot be
restored.

If this option is not selected (disabled), all fields in the imported record
will be loaded.

Remove subject headings

This field specifies one or more subject headings to be removed from the
incoming record, based on the 6XX second indicator values, before it is
loaded into the catalog.

The following valid MARC21 6XX second indicator values can be selected
using the Subject Source gadget.

® (=LC Subject Headings

® 1=LC Subject Headings for Children’s Literature
® 2=National Library of Medicine Subject Headings
® 3=National Agricultural Library Subject Headings
® 4=Source not specified

® 5=National Library of Canada Subject Headings

® (6=Répertoire de vedette-matiere

® 7=Source specified in subfield 2

If this option is not selected, all subject heading types will be loaded.
Use the gadget to make your library’s selection here.

Call Number and Copy Processing

Holdings entry preprocessing

Certain types of records require preprocessing.

If you are using the 049 tag in the MARC record to construct your
holdings, or new Microlif records with holdings information in the 852
field, or old Microlif records with holdings in a 9xx field, your records
may require preprocessing. In these instances, select a preprocessing
method in the Holdings entry preprocessing list.

Cataloging ;&}' 131




N

If you use copy processing with a SirsiDynix holdings statement or are
not using a holdings statement at all, these preprocessing methods are not
required. In the Holdings entry preprocessing list, click None.

Copy processing

Copies can be created automatically during the load process using a
holding code, a holdings entry statement such as the 949, or they can be
created or modified manually after the load. Use the gadget to choose the
appropriate option for your library. If opting to create copies using
holdings statements, the Entry ID gadget does allow for one or more tags
to be selected. You can enter a list of tag numbers, in the desired order of
search, from which to extract holdings entry data from the incoming
MARC records. Simply place commas in between i.e. 949,999.

See Using the 949 Entry for Copy Processing on page 224 for
more explanation on using information within the bibliographic
record to create holdings information.

Call number load rules

Similar to when you are importing a record with SmartPort, the rules
selected in this field determine how the SirsiDynix Symphony call
number is created from the bibliographic record and what classification
scheme is used. Use the Call Number Load Rule gadget to select a rule or
list of rules. As with SmartPort, you must select (1) an Entry ID, (2) a
Class scheme, (3) subfields, and (4) first or last occurrence, and you may
have multiple options saved in a hierarchy. Use the gadget to save these
fields in the proper syntax.

Default holding code

All the records loaded by the report use the library and location
information defined by the selected holding code. In the Default holding
code list, select a holding code.

Be aware that only one holding code (and thus copies established for one
library) can be selected per bibload, which could require using the
cataloging wizards to modify call number information if titles are loaded
for multiple libraries. You may want to work with your system
administrator to establish more holding codes and load in smaller batches
to minimize cleanup.
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@/ ) If your library loads records using holdings statements for copy

= processing, as explained in Appendix C, the DEFAULT holding
code will be used if the subfield h is absent from the holdings
statement. If an invalid holding code is found in subfield h, the
UNK holding code will be used.

Create/update price from holdings statement, 020 subfield ¢

Each item has a Price field at the copy level that can be updated from
subfield c of the 020 tag. Clear (disable) this option to retain the price in
existing copy records when overlaying.

Update AUTO-assigned call numbers

Records created “on the fly” often have an auto-generated call number.
Select this option to replace any AUTO call numbers in matched records
with the incoming call number.

Error Records

If the Load for review option is selected, records that were selected not to
load will be saved to a file on the server, which can be approved later,
and then loaded using the Reload Bibliographic Records report. If this
option is selected, you must complete the Default review status and
Library fields.

® Default review status — All records loaded for review have a
designated review status. In the Default review status list, select a
default review status.

® Library - All titles in the report that are loaded for review are
assigned a review status for the specified library. In the Library
list, select a library.

If the Write to error file option is selected, titles that do not load will print
in error in the report log, and the MARC records will be stored in files in
the /Unicorn/Marcimport/Biberror directory.

—
\2f ) If you are using the Load for review option, see p. 134 for
= additional information.

7. Click the Postload tab.
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Postload Tab

Schedule New Reports : Schedule Load Bibliographic Records - O =
Basic] Load Postload | print Loaded Title| OCR Call Number Label | Spine And Pocket Label

Transit and Holds Processing

I Identify items with holds

Holdable locations: | %
Sorted by:

8 IS RGBS

Item availability

* Make new items available at their home libraries and locations

" Make new items intransit from J

™ Make new items available soon

Schedule | Run Now (b) | Save As Template | Cancel |

Transit and Holds Processing
Identify items with holds

If selected, the report will create a list of any new items created by the
report that can be used to fill existing holds. If this option is selected, you
must complete the Holdable locations field.

® Holdable locations - Use the gadget to select locations to include
or exclude from consideration when new items added by the
report are checked to see if they can fill an existing hold.

Sorted by

If you selected Identify items with holds, the Sorted by option becomes
available. Select a sorting option for the list of items with holds.

Iltems Availability

The Item Availability options can help make it clear that newly created
items are not available at their home locations. Click one of the following
Item Availability options.

Make New Items Available at Their Home Libraries and Locations
makes the new items created by the report available at their owning
libraries and locations; this option does not put items in transit. This
option is selected by default.
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Make New Items in Transit From puts new items created by the report
in transit to their owning libraries. When you select this option, you must
select the name of the originating or "transfer from" library from the list.
Items owned by the "transfer from" library will not go in transit.

Make New Items Available Soon assigns a special "available soon"
location to all new items created by the report. The first Location policy
with the AVAIL_SOON location type that the report finds is used as the
location for the new items. The AVAIL_SOON policy is delivered and can
be used as the special "available soon" location.

8. After making your selections, click Run Now to run the report now;
or, click Schedule to schedule the report to run at a later time.

\Zr You may want to click Save As Template to save your Bibload
selections as a template before scheduling it to run. If you save a
report as a template, the next time you run that report, you will
only have to change a limited number of values in the report
rather than recreating it. With Bibload, you may have to change
the File to Load file name each time you run the report,
depending on your file name conventions.

Cataloging 2‘;{; 135




Reloading Error Records

If Load for Review option is selected, records that were rejected from the
load are saved to a file on the server which may later be approved, then
loaded using the Reload Bibliographic Records report.

Error Records

Error records @ Load for review ¢ Write to error file

Default review status: |[f1S%(=0] hd
Library: |ARROWOOD ~]

Review Titles Wizard

The Review Titles wizard is used to display and modify records in the
Cataloging review file. Review records allow bibliographic records to be
reviewed at the workstation without actually existing as part of the
regular catalog. Review records are not indexed and cannot be created at
the workstation. Review records are created using reports.

To reload rejected bibliographic records:

1.  Once the Load Bibliographic Records report has run and loaded
bibliographic records for review, navigate to the Cataloging toolbar.

2. Open the Special group of wizards and click the Review Titles wizard.
% Review Titles

3.  In the Index list, specify the index you want to search. You can search
the XX Call Number or a Title Control Number, however, it is not
necessary to enter a specific search term.

Review Titles = = -
AR ==
Search for: | j Search
Index: |Title Control # ~]|
: Title Control #
Library:
4.  In the Review Status list, select a review status to qualify your search.

If no other search options are entered, all review records containing
the selected review status will display.

5.  Inthe Library list, select a library you want. If this option is used, it

should be in conjunction with either a review status or a truncated
Title Control Number search or a display error may result.
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6.  If your search finds results, a list of matching records displays in the

hit list pane. If the View pane is turned on, the selected title will
display in the lower portion of the window with two tabs,
Description and Details.

Review Titles

-
s &= =

Search for: | ﬂ Search
Index: |T\t\e Control # ﬂ

Review status [REVIEW ~]|

Library: [aLL ~|

Bib record for review: 17 records

Title

The master switch : the rise and fall of information ..
Reality is broken : why games make us better and ...
Content rules : how to create killer blogs, podcasts... Handley, Ann.

Author
.| Wu, Tim.
McGonigal, Jane.

My reading life Conroy, Pat.

The New York times complete Civil War, 1861-1865 Holzer, Harold.

Tha accantial Amariran ruchman Tlarkia CinAarich j
Description} Details |

Personal Author Wu, Tim.

Title The master switch : the rise and fall of information empires / Tim Wu.

Edition 1st ed.

Publication info MNew York : Alfred A. Knopf, 2010.

Physical description x, 366 p. : il. ; 25 cm.

General Note "This is a Borzoi book” --T.p. verso.

Contents The rise. The disruptive founder ; Radio dreams ; Mr. Vail is a big man ; The time is not ri|
Subject term Telecommunication--History.

Subject term Information technology--History.

Subject term Mass media--History.

| [ 2]

Modify | Close

7. Double-click the title you want to modify or select the title you want
to modify, and then click Modify.

8.  In the Control tab, use the drop down to change the status type to
APPROVE or DELETE.

Control 1 Bibliographic| Call Number/Ttem |
Basic title information

Title control number:

|\9780307269935

Record format: MARC Monograph

Number of volumes: 1

Review status |REVIEW ]
. 3 APPROVE

Cataloging library DELETE

Title creation REVIEW

Created by: [ADMIN =l

Date cataloged:

Date created: [11/7/2011

Load report |11110710390001

9.  To make changes to the MARC fixed data or the bibliographic text of
the title, click the Bibliographic tab.

10. After a title is modified, click Save.
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11.
12.
13.

Click Return to Search.
Repeat steps 4-11 for all of the titles that need to be approved.

Click Close to exit the wizard.

Reload Bibliographic Records Report

14.

15.
16.
17.

18.
19.

To reload the modified records, navigate to the Reports toolbar.

Click the Schedule New Reports wizard. & schedule Hew Reports
Click the MARC Import tab.

Double-click the Reload Bibliographic Records report or highlight it
and click Setup & Schedule.

Click the Reload Selection tab.

Using the drop down, select the appropriate file to reload.

Basic Reload Selection | print Loaded Title| OCR Call Number Label| Spine And Pocket Label|

File to reload:|

Approved status: [09081705250001
09081705300001
09092313420001 Load error records for review
09100209480001

11020414320003

11082607530001

Reload mode: (11110416280001

11110710390001
* Creale new records and update exisung record when date cataloged is NEVER

" Update an existing record when date cataloged is NEVER
" Create new records and update existing records

" Update existing records only

The files to select from were generated by the Load Bibliographic
Records report, or were saved as a review file for use in the Review
Titles wizard. The batch names specified do not actually contain
records; they contain the Load Selection or Review Selection
specifications that were used when the records were first loaded. In
the case of review records that were loaded in error from the original
Load Bibliographic Records report, the file retains the load values
specified in the original report. In the case of records loaded by the
Review Bibliographic Records report, this name groups all of the
records loaded at a particular time for review. Once either type of
review record that has been loaded by these reports is given an
APPROVED status at the workstation by using the Review Titles
wizard, it may be loaded into the standard catalog. A file is identified
for reloading based on the Batch Name specified for review records in
the other two reports. Only APPROVED status records are loaded.
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20.  Make the other necessary selections in the Reload Selection tab such
as Approved status, the Reload mode, Copy processing and Call
number load rules.

Schedule New Reports : Schedula Reload Bibliographic Records -

Basic Reload SE!\ECtiOI'IW print Loaded Title| OCR Call Number Label| Spine And Pocket Label

File to reload: | ﬂ
Approved status: | %

I Load error records for review
Batch name: li
Default review status:
Reload mode: « create
' Create new records and update existing record when date cataloged is NEVER
" Update an existing record when date cataloged is NEVER
" Create new records and update existing records

" Update existing records only

Date cataloged: ®

Default holding code: |DEFAULT j ®
Copy processing: jo ®
Call number load rules: |LC,050,,N %

I+ Update call number  Update bibliographic record
¥ Update price ¥ Update publication year

I~ Set item type from GMDs

I~ Dynamic indexing

Schedule | Run Now (b) ‘ Save As Template ‘ Cancel |

For further information about the report and selections, refer to
the WorkFlows online Help file “Reload Bibliographic Records
Report.”

21. Make any other necessary selections in the tabs available.

22. Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.
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Remove DELETE Records Report

The Remove DELETE Records report removes items that were loaded for
review or saved to an error file during a bibliographic record load, and
then edited to have a Review Status type of DELETE. Review statuses and
types are defined in your cataloging policies. You may only select items
based on a particular cataloging library or libraries and/or by a specific
date created.

To delete review records:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule New Reports

2.  Click the Bibliographic tab.

3.  Double-click the Remove DELETE Records report or highlight it and
click Setup & Schedule.

4. Click the Review Selection tab.

Schedule Mew Reports : Schedule Remowve DELETE Records = =

Basic| Style Sheet Review Selection ] Title Selection] Print Item

Cataloging library: | %

{schedule | Run Now (b) | Save As Template | Cancel |

5.  Using the gadget, select the cataloging library or libraries.

6.  Click the Title Selection tab and use the gadget to select an
appropriate date created for the review records to be deleted.
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Schedule New Reports : Schedule Remove DELETE Records = =

Basic| Style Sheet| Review Selection Title Selection | print Ttem

Date created: | &

‘schedule | Run Now (b) | Save As Template | Cancel ‘

7.  Click the Print Item tab and make the appropriate selection for
printing deleted records.

8. Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.
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Cataloging Features

In addition to standard cataloging functions available in the wizards,
there are additional features that help you maintain MARC data within
your catalog. You can also work with your library’s shadowed catalog
records, and produce spine labels.

In this section you will learn to:

® (Create MARC holdings records.

® Modify MARC holdings records.

® Delete MARC holdings records.

® Shadow records from public display.

® Removing items from the shadow catalog.

MARC Holdings Records

In SirsiDynix Symphony, MARC Holdings records are typically used
with the Serials module to displays summary of serials holdings in the
public catalog. However, there may be situations that require you to work
with MARC holdings in your cataloging workflow. For example:

® The holdings information generated from serials control does not
cover the library’s full range of holdings.

® A previous title or ceased publication, which will not have a
serials control record created, is cataloged and holdings should
display.

® An enumeration statement or textual note that could not be
generated from serials control needs to be added.

® A special holdings statement for a non-serial item needs to be
added.

® You have received an issue in error, and need to remove the
wrong issue from MARC holdings.
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About MARC Holdings Records

The most common MARC Holdings record entries include:

® Location: 852 - Subfield c is required to create a MARC Holdings
record in SirsiDynix Symphony. It is based on Location policies in
your SirsiDynix Symphony system. Use the Valid 852 Locations
helper to select a |c location, if a default value is not already
present.

® Patterns: 853 - This repeatable field is generated by serials control
and establishes the format of the display. It provides the
appropriate captions for the data.

® Holdings: 863 - This repeatable field is generated by serials
control and indicates the actual enumeration and chronology for a
received issue.

® Textual Holdings: 866 - This repeatable field contains a textual
description of holdings.

When a title is being modified, the MARC Holdings tab displays.
Additions, modifications, and deletions to MARC Holdings information
can be made directly from this tab if this behavior property is selected.
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Adding MARC Holdings Records
To add a MARC holdings record:

1.  Within the Cataloging toolbar, click the Titles group of wizards.

2. Click the Modify Title wizard. <& Modify Title
3. Type in your search terms in the Search for field and click Search.

4.  Click the MARC Holdings tab.

Modify Title EE
WG|+ 2.0 ¢ SR 4
Astronomy

Control| Bibliographic MARC Holdings ] Call Number/Item | Bound-with

Holdings records:

Add holdings for |... |EEGTIeTals M -

Return to Search| | Add Holdings| | | Qlose|

5.  Select the library to which to add holdings, and click Add Holdings.

Modify Title : Create a MARC Holdings record = =
oy C L
ok ?< o,
Rec_Type|y Enc_Lvl 4 Entrd 111027 |Acg_Stat
\Acq_Meth Can_D... Gen_R... Sp_Retn
Complete Copies Lending Repr
Lang eng Composit Updated
rFS, 4
Label | Tag | Ind. | Contents
| |=lLocation 852 |c**REQUIRED FIELD**
_j Electronic resource 856
|| =lPatterns 853
|| =IHeldings 863
~|Textual holdings 866

o] o]
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8.
9.

Maodify Tile : Create a MARC Holdings record

Enter 852 subfield c (this field is required). Use the Show Valid 852
Locations helper to display a list of valid holdings locations.

Enter additional entries and fixed fields as needed. Use the helpers to
add fields if necessary.

[ 25 7L 3¢,

Rec_Typeh.f Enc_Lvl 4 Entrd 111027 |Acq_Stat
Acg_Meth Can_D... Gen_R... Sp_Retn
Complete Copies Lending Repr
Lang eng Composit Updated

N,

Label | Tag | Ind. | Contents

= ;I Location 852 |cCPERIODICAL

= ;I Electronic resource 856

|| =|Patterns 853

|| =IHoldings 863

~|Textual holdings 866

Library holds past 2 years

Holdings records:

Click Save.
Click Close.
Modify Tite S
=L SR ]
Astronomy

Savel glosel

Control| Bibliographic MARC Holdings | Call Number/Ttem | Bound-with|

Library

ARROWOOD

Add holdings for I... |[ARROWOOD

=]

Field 852, subfield c (Location)

PERIODICAL--

Return to Searchl C—l Add Holdingsl Modify Holdings Delete(x)l Closel
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Modifying MARC Holdings Records
To modify an existing MARC Holdings record:

1. Within the Cataloging toolbar, click the Titles group of wizards.

2.  Click the Modify Title wizard. & wodify Title

3.  Type in your search terms in the Search for field and click Search.

4.  Click the MARC Holdings tab.

Modify Tide =]
WG| = =5 .0 ¢ §EAE <L
Astronomy

Control| Bibliographic MARC Holdings | Call Number/Item | Bound-with|

Holdings records:

Library Field 852, subfield ¢ (Location)

ARROWOOD PERIODICAL--

Add holdings for I... [ARROWOOD =l /
Return to Searchl Sa ’l Add Holdingsl Modify Ho |ngs| Delete(x)l Closel

5.  Select the Holdings record to modify, and click Modify Holdings.
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Make necessary changes to the fixed fields and entries that display.
Use the helpers to enter additional valid MARC Holdings entries or
delete unwanted entries. You can also right-click on existing entries
to add fields before and after, append to a field, or delete a field.

Modify Tile : Modify a MARC Holdings record - O =
fFa C L]
SR E
REC_TYDE|Y Enc_Lvl 4 Entrd 111027 |Acg_Stat
Acq_Meth Can_D... Gen_R... Sp_Retn
Complete Copies Lending Repr
Lang eng Composit Updated 111027
F % 4
Label ‘ Tag | Ind. ‘ Contents
| [ =lkey 001 16 s
7j Location 852 |cPERIODICAL
~|Textual holdings 866 |Librar\,-r holdso=2st 3 waaes
Add Field Before
Add Field After
Append Field
Delete Field

n)

e e

7.
8.

Click Save.

Click Close.

Cataloging
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Removing MARC Holdings Records

To remove an existing MARC holdings record:
1. Within the Cataloging toolbar, click the Titles group of wizards.
2.  Click the Modify Title wizard. % Modify Title

3.  Type in your search terms in the Search for field and click Search.

4.  Click the MARC Holdings tab.

Modify Title - o x
T NE =
Astronomy

Control| Bibliographic MARC Holdings | call Number/item | Bound-with|

Holdings records:

Library Field 852, subfield c (Location)

ARROWOOD PERIODICAL--

Add holdings for I... [ARROWOOD =l

Return to Searchl Sa'-.-'el Add Holdingsl Modify Holdingsl Delete x)l Closel

5.  Click Yes to delete the holdings record.

Control| Bibliographic MARC Holdings | Call Number/Ttem | Bound-with|

Holdings records:

| Deletion confirmati M

@ Are you sure you want to delete the selected holdings records?

o |

Add holdings for I... [ARROWOOD =

Return to Searchl Sa'-.-'el Add Holdingsl Modify Holdings Delete(x)l Closel

6. Click Close to exit the wizard.
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Shadowing Records from Public Display

SirsiDynix Symphony uses both a standard catalog and a shadow catalog.
Users at public workstations can search and display only items from the
standard catalog. Library staff can search and display items from both
catalogs. By placing items in the shadow catalog, staff can hide (shadow)
records that cannot be used by patrons, such as lost or missing items or
items still being cataloged by technical services that are not yet available
to the public.

As titles, call numbers, and copies are created or modified, each level can
be shadowed. Because the catalog is hierarchical, everything below the
highest shadowed level is suppressed from the public view so it is only
necessary to enable the highest level of shadowing to hide all records
below.

The shadow level of any item can be changed easily so that it moves from
the standard catalog to the shadow catalog or from the shadow catalog to
the standard catalog.

( Shadowed by Title \

Title

Call Number \ Call Number

VAN AN
\ Copy Copy Copy Copy /

/ Shadowed by Call Number \

Title

Call Number Call Mumber

AN
5B 8w,
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/ Shadowed by Item \

Title

N

Call Number Call Number

/\ /N
\ Copy Copy Copy Copy /

/ Shadowed by Location \

Title

Call Mumber Call Mumber

\ Stacks | Shadow Location Shadow Locatic—rj/

Additionally, materials can be shadowed by either home or current
location. LOST-CLAIM, LOST-ASSUM and MISSING are examples of
current locations delivered as shadowed. Additional shadowed locations
can be set up for materials not accessible by patrons, such as items on
order or being repaired. However, once a location is set up in the
Location policies as shadowed, its shadow status cannot be changed.

—
N\ ) If the only copy or call number attached to a title is shadowed, the
= title is shadowed as well.
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Putting Items in the Shadow Catalog

Select the Shadow title, Shadow call number, or Shadow item check box
within a catalog record using any of the cataloging wizards that allow
you to add or change a catalog record.

Control Bibliographic 1 MARC Holdings | Call Number/Item | Bound-with

I~ shadow t|t|e*_

Rec_Type |a Bib_Lvl m TypeCtrl Enc_Lvl
Desc a Entrd 061003 Dat_Tp s Datel 2007
Date2 Ctry inu Tlus a Audience
Repr Cont b GovtPub s ConfPub (o]
Festschr 0 [Indx 1 Fiction 0 Biog b
Lang eng |M0|:I_Rec Source
s, 4
Label | Tag | Ind. | Contents

| lkey 001 14580331 =
_jDate/t\me stamp 005 20070702132640.0

~lLcen 010 2006032914 L
_jl\lat\ bibliography # 015 GBA728298|2bnb
:jISBN 020 9780253348715 (hardcover)
_jISBN 020 0253348714 (hardcover)

~|Local system # 035 (Sirsi) i9780253348715
:jLocaI system # 035 (OCoLC)ocm72161870 d|

Control| Bibliographic| MARC Holdings Call Number/Item I Bound-with |
=& Anton Rubinstein : a life in m | | Call number information

EHilly 780.92 TAY - ARROWOOL Call number: 780.92 TAY Class scheme: DEWEY -
. 10000653 - 1 - BOOK]
Call library: ARROWOOD b
™ Shadow call number‘_

Item information

Item ID: 310000653 Copy number: 1
Type: BOOK ~| Item library: ARROWOOD -
Home location: |NF ~| Current location: NF
K — ]
— Item catl: NONFICTION ~ | Item cat2: ADULT -
Date created: 9/10/2007-
Date last charged: Never Media desk: [ =] MNumber of pieces: ’17
Date due: none
Last discharged:  Never Total charges: ’07 Price: $24.95
Date inventoried: Never
Eimesiinventoried:lo ¥ Permanent W Circulate

Previous user ID:

Last activity: Never A [~ Shadow item "—
1K [ | 1
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To shadow the entire record, use the Modify Title wizard as the Call
Number and Item Maintenance and Edit Item wizards will not allow changes
to the Bibliographic tab.

Edit Ttem h‘ -~ ol ]
I% %‘3& Edit Item wizard ]

Anton Rubinstein : a life in music / Taylor, Philip, 1949 May 30-2007.

Control Bibliographic | call Number/item | Bound-with |

Shadow title: N

Rec_Type |a Bib_Lvl m TypeCtrl Enc_Lvl
Desc a Entrd 061003 Dat_Tp 5 Datel 2007
Date2 Ctry inu Tus g Audience
Repr Cont b GoviPub s ConfPub 0
Festschr 0 [Indx 1 Fiction 0 Biog b
Lang eng |M0|:I_Rec Source
rS,
| Tag | Ind. | Contents
| [~lloo1 14580331 =
_j 005 20070702132640.0 L
| |=lo10 2006032914
~| o015 GBA728298|2bnb
_j 020 9780253348715 (hardcover)
:j 020 0253348714 (hardcover) -
|
Return to Search| | Qlose|

Additionally, bibliographic records can be loaded to the shadow catalog
using the Update Title Control Information from Title Information Entry
(948) loading option in the Load Bibliographic Records report. If the
bibliographic records have 948 tags with a value of Y in the subfield s,
these records will load into the shadow catalog. For more information, go
to Using the 948 Entry for Date Stamping and Shadowing on page 190 of
this guide.
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Removing Items from the Shadow Catalog

Disable the Shadow title, Shadow call number, or Shadow item check box
within a catalog record.

To unshadow the entire record, use the Modify Title wizard as the Call
Number and Item Maintenance and Edit Item wizards will not allow changes
to the Bibliographic tab.

) o
N If the only copy or call number attached to a title is shadowed, the
title is shadowed as well.

You can also use the Itern Group Editor wizard to identified shadowed
items or items in a shadowed location and modify them to be
unshadowed in batch.

Item Group Editor : Ttem Search - ool %

a|mf%

Library: [ % womelocation: | % currentlocaton:| & Search
Date created: % Last activity date: % Date inventoried: ® = |
Item type: % Item category 1: % Item category 2: & —
Price: ® Extended info: @ Media desk: ® | C single
Permanent: ¢ Yes  No © Both Shadowed: (0] Yeg " No ¢ Both Reserve status: 5 & Advanced

Clear

Circulate: T Yes © No & Both

Changes to the Shadow Catalog may make titles unavailable for display
until the Add, Delete, Update Databases (adutext) report has run. This
report is a regularly scheduled maintenance report that runs nightly.

Cataloging 2‘;{; 153




Overview

Printing Cataloging Labels

The Label Designer wizard creates book spine labels and serial labels. You
can create multiple label templates that include text elements, as well as
elements from bibliographic, call number, and item records. When
configuring book spine labels and serial labels you can customize
splitting call numbers onto separate lines. You can also print labels, as
well as preview labels before printing.

Once your label templates are created, you can select one as your system
default for all labels. The customized templates you create are stored in
the Config\ LabelDesigner directory. Be sure to create a backup of this
directory once you have created your templates.

In this section you will learn to:
® C(Create a default label template.

® Print labels on demand.

® Print labels in batch using a report.

Creating Label Templates

The Label Designer is used to create label templates that contain the fields
you want to appear on your spine labels.

Before you can print labels, you must create a label template that
determines what information you want to print on the label. You can
create more than one label template and use different templates for
different types of material.

The delivered SirsiDynixSampleltemBarcode,
SirsiDynixSamplePatronLibCard and
SirsiDynixSamplePatronMailLbl are sample label designer files for
you to use as a template.
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To create a label template:

1. On the Cataloging toolbar and within the Common Tasks group of

=10: .
wizards, click the Label Designer wizard. =3 Lebel DEeitmer

2.  Click Add to create a new template.
Add Template e e

Name:
LabelTemplate2

Type: ¢ Barcode @ Bibliographic ¢ User
OK Cancel

3.  Type a Name for the template and click OK.

4.  Select the new template from the list and click Modify.

5.  Click the Page tab and define the page margins and page size.

Label Designer - Book Spine Label

|» J¥

Label: Label Set Preview: Label Page} Label Set|
+ Total number of labels : {0}
Margin:
< Top: 0.00cm

Left: 0.00cm
rPaper size
Paper: Letter -
Wwidth: 21.59cm
Height: 27.94cm
Measurement units: |Centimeters ¥

Current ling. ~——mo0 0 0

Elements:

\ |+

Define the Page

Q g margins, Paper size,

Maximum number of lines: Add Iabel| e ‘ and Measurement

Configure element units first

Type: *Text Text: [

Value: ’—4| Field: ’7 ->

call number " bt [ > |

P T s g 1 = [T T e =] &=

| Return to L\st‘ Q|DSE‘

6. Change the paper size with the drop down, if necessary.

7.  Using the Measurement units drop down, select Centimeters or
Inches.
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8. Click the Label Set tab and define the dimension of the label set, and
the number of label sets that can be printed across and down the page

of labels.
Label| Page
~rDimensions
Width: Ilﬂ.lﬁcm
Height: |3.3?cm
~Number
ACross: |1
Down: |1
Label Sets per item: Il

9.  Type the number of label sets that should be printed for each item.
10.  Click the Label tab.

11. Under Label Set Preview, click Add label.

Label Set Preview: Label | page| Label Set]|

Total number of labels : 1

Label Number : 1
1

rPositions
Top: ID.chm
Left: Il.4lcm
-Dimensions
width: IS.Sch
Height: I]_,]_z.:m
rText Margins
Horizontal: IE'-25C"“
Vertical: IG-25C”‘
Font name: Lucida Sans Unicode

‘ Font size: 10

Add Iabell + | -+ | Delete ._=|:.e| FITE |

12.  Assign the position, dimensions, and text margins of the label. Note
that the tools at the bottom or the cursor can also be used to define the
label dimensions and size.
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Label I Page] Label Set]
Label Mumber : 1

rPositions

Top: lm
Left: 0.13cm
rDimensions

width: [2.89cm
Height: m
rText Margins

Horizontal: lm
Vertical: m

Font name: Lucida Sans Unicode
Font size: 10

Font...

13.  Select the font to use for text printed on this label using the Font
button.

14. Add additional labels, if needed, to this label set. Remember that
labels you define must fit within the label set already defined.

15.  Under Label, select the line to which you want to add an element. By
default, the Label Designer creates one line with an empty element (<
>) when you add a new template.

® A green check mark appears for lines that definitely display on
your printed label as determined by calculation of the label size,

margins, and font size. 4

® A yellow arrow indicates a line may not appear in your printed
label. =

® A red x indicates a line will not appear. bl

Click Add line to add additional lines to your label.

To delete a line, select the line you want to delete, and then click
Delete line.

3 o‘-
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16. In the Elements box, select the empty element (< >).
Click Add element to include additional elements.

To delete an element, select the element you want to delete, and then
click Delete element.

17. Inthe Maximum number of lines field, type the maximum number of
lines on the label this line of information may require.

18.  Select a Type of label element from the list. You can add the following
types of label elements:

® *Text - Use text elements to add punctuation or other information
to the label.

® Bibliographic Entries - Use information from a MARC
Field/Subfield.

® (Call/Copy - Use fields from the Call Number or Item record.
® Holdings - Use information from a MARC Holdings record.

19.  Select a Value from the list. The values are MARC Field/Subfield or a
predefined field. The predefined fields that display change depending
on the Type of label element you select.

20. Repeat steps 11-19 to add as many labels and values to your labels as
you want.

21. To reorder lines on the label, use the up and down arrows under the
Label area.

Label:
4 [2]Call Number* +
[1]Copy Number#*
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22. To reorder elements in a line, use the right and left arrows in the
Elements area.

Label:

[1]245]a245]c

o
[ ] Ia F

[1]260]a

Add line Delete line /

Current line

Elements:
e <245|c> |+
Add element Delete element

23.  Click Save to save your template.

mg/ When editing label templates, keep in mind that you cannot
= remove: the last element of a line except by removing the line, the
last line of a label except by removing the label, or the last label of
a template except by removing the template.

Splitting Call Numbers

The Label Designer can split a call number to display on more than one
line.

To configure call number display on labels:

1. Within the Common Tasks group of wizards, click the Label Designer
wizard.

2.  Select a label template from the list and click Modify.
3. Under Label Set Preview, select the label to contain the call number.

4. In the Label field on the left side of the window, select an existing
line, or click Add Line.

9.  Inthe Elements field, select an existing line, or click Add Element to
add an empty element (<>).
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Under Configure Element, with the Type drop down, select
Call/ Copy from the list.

Using the Value drop down, select Call Number from the list.

Click Configure.

Configure element
Type: | call/copy | text: |

Value: ICaII Number* Ll Field: I ->

Call number
Subfield: I -
Configure...

B|m| | =] =] o]

(=i
o

+0O
=0

L
=)

=)
tt

Based on the classification scheme used, select the appropriate check
boxes for where the call number should split. Type an example call
number to test the choices and view a result.

Split Call Number onto Separate Lines m |t |
rCall number
oK
[” After initial alpha characters
¥ Before point if followed by an alpha character  |Every point > Cancel
[” Before point if followed by a numeric character |Every point 4|
. Every space 5|
[” After dash Every dash 4
B Use the check ! —
[ After colon boxes to create an Every colon 4|
appropriate split
e slask Every slash 1]
r slash Every slash |

rSample to Test

Call number: Result: ML410

ML410.53 S412 2009 53
5412

2009
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10.
11.

12.

Split Call Number onto Separate Lines m
e ——

rCall number

¥ After space
[~ After dash

[~ After colon
[~ slash

¥ After initial alpha characters
[" Before point if followed by an alpha character

[™ Before point if followed by a numeric character

Every point

Every point

Every space

Use the check
boxes to create an

appropriate split

Every dash

Every colon

Ll ]| <

Every slash

Every slash

Ll

rSample to Test
Call number:

Result: JREF

JREF 973.73 MAR|

973.73
MAR

Click OK when finished.

HI -

Cancel

Type a Maximum Number of Lines for the number of lines needed for
the split call number.

Click Save to save your changes.
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Setting a Default Label Template

You will need a default template to use the Print Labels or Print Preview
Labels helpers. The first template created automatically becomes the
Default Template. When using multiple templates, you may need to
change the Default Template depending on the type of labels you are
printing.

To change the default label template:

1. Within the Common Tasks group of wizards, click the Label Designer

wizard.
Label Templates e ]
Templates Type Close
Book Spine Label Bibliographic
CD SpinelLabel Bibliographic Add...
PatronBarcodes User
REF book spine label Bibliographic Rename...
SirsiDynixsampleBibTemplate |Bibliographic
SirsiDynixSampleltemBarcode  |Bibliographic Delete
SirsiDynixSamplePatronLibCard |User  —
SirsiDynixSamplePatronMailLbl |User Modify...
View...
Default
Default Template : REF book spine label

2.  Select the template to set as the default and click Default.

3. Click Close.
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Printing Labels

Labels can be generated two ways in SirsiDynix Symphony: (1) on
demand using helpers or (2) in batch using reports.

Printing Labels on Demand

Two helpers are available when creating, modifying, or displaying a call
number- or item-level record. Preview or print labels using these helpers,
which use a Label Template to determine content and formatting.

The helpers are available in the following cataloging wizards:

® [tem Search and Display

® (Call Number and Item Maintenance
e Add Title

® Modify Title

® Duplicate Title

® Add Item

e Edit Item

® Add Ordered Items to Catalog

To print labels on demand:

1.  Using the Call Number and Item Maintenance wizard, identify the title
for which to print labels, and click the Call Number/Item tab.

2. Do one of the following:

® To print a label for a specific item, highlight the Item ID (barcode)
of the item in the tree.

call Number and Ttem Maintenance Call Number and Ttem Maintenance: Praview Labels =l

B S8

World without end / Follett, Ken.

&) 1] || rreeliT @] Br| B

Control| Bibliographic Call Number,

=& world without end - Follett, K Fic
Eriflly FIC FOL - ARROWOOD FoL
[ER!I1310000564839220 - 1 RRROWOOD
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® To print labels for all of the copies of a specific call number,
highlight the Call number in the tree.

call Number and Item Maintenance

el = =] . -
$ E: & call Number and Item Maintenance: Preview Labels
B & call
pirss
World without end / Follett, Ken. fil=H

Cmntm” Bibliographic Call Number{ltem|| a| |4 | 4 ‘ 3 | »l

=B World without end - Follett, Ken.
ERLFIC FOL - ARROWOOD]
-l 310000564839220 - 1 - BOOK
-1l 310000564839221 - 2 - BOOK
el FIC FOL - MOYERS
-~ 310000564839230 - 1 - BOOK
I 310000564839231 - 2 - BOOK

page:[1 = | Q‘@\‘ D“

fic Ic
FoL oL

® To print labels for all copies under all call numbers, highlight the
title in the tree.

Call Number and Item Maintenance
B B
wfiiflfestict

World without end / Follett, Ken Call Number and Item Maintenance: Praview Labels
’ : Hilmi]
=
Control| Bibliographic Call Number/Item 1 B 2=

4flly FIC FOL - ARROWOOD G| 4] 4| > | Hrgefi~] & & B
¢ -1 310000564839220 - 1 - BOOK -
1 310000564839221 - 2 - BOOK - & 1c FiS FIc
FIC FOL - MOYERS oL oL FoL FoL
Ml 310000564839230 - 1 - BOOK - OYERS MOVERS
Wl 310000564839231 - 2 - BOOK -

3.  Click the Print Preview Labels helper.

4.  Click the Print icon to print the displayed labels or click Close to exit
the window.

PN
-\ ) You can only print labels for the items within one bibliographic
= record. You cannot copy and paste multiple items into the Print
Preview Labels helper. To print multiple labels for multiple titles,

use the Print Custom Labels report which is discussed on page
164 of this guide.

For those who use labels within one sheet, you can select the label upon
which the printing should start.
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To start printing on a particular label:
1. Follow steps 1-3 from above.

2.  Click the label with which to start.

Call humber and Item Maintenance: Preview Labels

[ ]
: i Al i
FoL 1| FoL | FoL ]| oL '
BRROWOOD WRROWOOD MO YERS V|| ovERS :
H 1 ' 1
1 : H
= i
______________ | tatatetatetatattetete "““""""IJ | atetaitatettatatette e ______________'J
A R e 1 ]
'
'
'
ST —— iy " A ———————— N g g
i
'
'
bbb bttt :J N S e
P e G ——
'
'
-
‘ »

Close (b)
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3.  Click the Start Printing at Selected label icon. H

Call Number and Item Maintenance: Preview Labels = E =

8| 14| «|» | ¥ |raeefi=] & | <]

(it DAY '
g ———— y (i e —
FIC Fic FIC FIC
FoL FoL FoL FoL
BRECWOOD BRROWO OD CYERS bl O VERS
X J L . 5
i : i L i :
| ; | ) ! ; -
4 »

Close (b)

4.  To modify a label, highlight it and click the Modifies the Selected

Label icon.

5.  Make any necessary changes using the available options and click

OK.
Wi Medify Label p.v w8
Label Data OK
FOL Cancel
ARROWOOD

Insert
Modify
Append

Remove

RRlrEEy

6.  Click the Print icon to print the displayed labels or click Close to exit
the window.
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Printing Labels Using Reports

Labels can also be printed in batch through reports. As with the helpers,
a Label Template determines content and formatting.

To print labels in batch:

1. Navigate to the Reports toolbar and click the Schedule New Reports
wizard.

2.  Click the Bibliographic tab.

3.  Double-click the Print Custom Labels report or highlight it and click
Setup & Schedule.

4. To enter individual item IDs to print, click the Item IDs tab.

Schedule New Reports : Schedule Print Custom Labels = EH
Call Number Selection | Title Selection ] Sorting ] Label Template
Basic Item IDs Item Selection
Item IDs: | %

. Schedule || Run Now (b) Save As Template ‘ Cancel ‘

3 o‘-
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5.  Click the Item IDs gadget and, if necessary, change the value in the
Number of Labels field.

Gadget : Spine Labels for Items = =

Select list of items to print spine labels for

item ID: |
Number of labels: |1
List selected
Add (o) | Save ‘ Remove ‘ Cancel |

6.  Scan the barcodes into the item ID field or type them in and click
Add.

7.  Click Save when you have finished entering the item IDs.

8.  To print labels for all new items cataloged within a certain period of
time, click the Item Selection tab.
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9.  Click the Date Created gadget and select a time range. For example, to
print all of the labels for items created today, use the gadget to select
today’s date.

Schadule New Reports : Schedule Print Custom Labels - 0 x

Basic| Trem IDs Item Selection | Call Number Selection | Title Selection | Sorting | Label Template

Library: I Gadget : Date Range - =

Home location: I_ |

Current location: |_

Item type:| |
on Before After
Item category 1: I_
Ttem category 2: |_ Range No date Any
Permanent: Use data for this date[11/14/2011 &
Circulate: ©
Extended info: I_
'7

o] Cancel
In the shadow catalog: — —

Accountable: © Yes © No @ Both
Number of pieces:| @
Date created:| %
Last activity date:|  #
Distribution key:| @
Date last charged:| &
Date last discharged:[ %
Date inventoried:| @
Number of times inventoried: &
Number of charges:[ & =]

Schedule | Run Now (b) | Save As Template | Cancel |

10. Click OK.

11. Make any other necessary selections such as Home Location or Item
Type. This will be important if you are using different label templates
for different item types.

12.  Click the Sorting tab and select how to sort the labels.

Schedule New Reports : Schedule Print Custom Labels = EH =
Basic | Item IDs | Item Selection
Call Number Selection | Title Selection Sorting | Label Template
Sorted by: |call number LI
call number

Schedule | Run Now (b) | Save As Template | Cancel |
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13.
14.

15.

16.

17.

18.
19.

170 | 2‘;{; SirsiDynix Symphony Training

Click the Label Template tab.

Using the drop down, select the appropriate label template.

Schedule New Reports : Schedule Print Custom Labels - O x
Basic 1 Item IDs | Item Selection
Call Number Selection Title Selection | Sorting Label Template
Label Templates: |LabeITempIatel j

Book Spine Label

CD SpineLabel
LabelTemplatel
SirsiDynixSampleBibTemplate
SirsiDynixSampleltemBarcode

Schedule | Run Now (b) ‘ Save As Template | Cancel |

Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.

When the report has been run, click the Finished Reports wizard.
Finished Repaorts

Highlight the Print Custom Labels report you just ran and click View.
Schedule New Reports : Wiew Finished Reports = o=

Report to view: Print Custom Labels

- -g‘-\

V¥ View result

¥ Format report

4 | 2

DK | Cancel ‘

Uncheck the View Log check box and click OK.

To modify a label, highlight it and click the Modifies the Selected

Label icon.




20. Make any necessary changes using the available options and click
OK.

| Modify Label v i lmd - 8

Label Data | OK

BAC Cancel
ARROWOOQD

Insert
Modify

Append

TRRR[E

Remove

21.  Click the Print icon to print the displayed labels or click Close to exit
the window.
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Authority Control

Authority Control is the consistent use and maintenance of the forms of
names, subjects, and uniform titles used as headings in a catalog. Since
this process creates a link between bibliographic records and the
authority file, authority control provides the underlying structure of the
catalog. This structure creates cross-references in the public catalog and
verifies bibliographic headings against authority indexes.

In this section you will learn to:

® Understand the authority database.

® Understand the different levels of authority control.
® Validate bibliographic headings.

® C(Create an authority record.

® Modify existing authority records.

® Display, duplicate, and delete authority records.

® List authority headings without associated bibliographic
headings.

® List unauthorized headings.

Authority Database

The authority database consists of authority records loaded into the
system. These records contain headings used in the catalog and may
contain cross-references to improper forms of the headings or related
terms, scope notes, and other information about the headings. The
authority database may also include authority records that are not
currently used in the catalog.

Authority Indexes

Within the authority database are indexes for Library of Congress name
terms and subject headings. These delivered indexes are used by
SirsiDynix Symphony to check headings in bibliographic records.
Authorized forms and improper forms of headings that occur in the
authority database are indexed in one or more authority indexes.
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Authority Thesauri

A thesaurus is a separate file of all established and unestablished terms in
the authority record database. It provides the full relationships between
terms and creates the catalog cross-references from the authority file
records.

The following diagram shows the basic structure of the authority
database and its relation to the bibliographic database:

Authority
D — Database

Bibliographic
Database (MName/Subject Indexes)

I

Thesauri

(Creates cross-references)

Levels of Authority Control

Cross-References Only

Cross-reference only configuration permits the use of the X-refs button in
the e-Library. Searches on improper headings will produce a browse
window that will point the user to the proper heading. Searches on
proper headings that have related terms will cause the X-refs button to
appear, which if selected will display a list of related terms.

As new catalog records are added to the system, they are not checked
against the authority indexes. Headings in the catalog records are not
verified automatically by the system, but a cataloger can always manually
search the authority database and make corrections to bibliographic
records. Authority records may be created or edited with the intent of
creating new cross-references.
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Cataloging YW 173




Case-Insensitive Checking

If the system is configured for case-insensitive checking, any time a
bibliographic record is added or edited; all bibliographic headings under
authority control will be checked against the appropriate authority
indexes. Headings that do not match an authoritative term are marked

| ?UNAUTHORIZED. When matching best suited bibliographic headings
against the authority indexes, the capitalization of the bibliographic
heading need not exactly match that of the authorized term from the
authority record.

For example, the following bibliographic heading would be considered a
match to the following authorized term from the authority record if
checking is case-insensitive:

Bazaars, charitable (Bibliographic heading)

Bazaars, Charitable (Authorized term)

Case-Sensitive Checking

The case-sensitive checking configuration option is similar to case-
insensitive checking, except that bibliographic headings must exactly
match the capitalization of authoritative terms in authority records. This
configuration of authority control is best suited to libraries with sufficient
staff to handle day-to-day authority control functions.

For example, the following bibliographic heading would not be
considered a match to the following authorized heading in the authority
record if checking is case-sensitive.

Navigation Acts, 1649-1696 (Bibliographic heading)

Navigation acts, 1649-1696 (Authorized term)
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Heading Validation

Authority control standardizes the use of personal and corporate names
and subjects headings.

When a heading is checked, the system first accesses the appropriate
authority index, then tries to match the entire contents of the
bibliographic entry against the existing index. The match will be either
case sensitive or case insensitive, depending on the configuration of the
Authority Control module.

When an authority record is modified, any changes made to an authority
record heading will also be made to any corresponding bibliographic
record heading when the Add, Delete, Update Databases report is run. If
your authority control is case sensitive and the case of the authority
heading is modified, the case of the corresponding term in the
bibliographic record will also be modified.

If an exact match is not found in the authority index, the last subfield in
the entry will be examined. If this subfield is in the list of authority
cascade subfields, the last subfield in the term will be dropped from the
matching process. If a match is still not found, the next subfield in the
term will be checked against the cascade list. The process of checking
subfields and dropping them if they are on the cascade list will continue
until the system encounters a subfield not on the cascade list or the term
matches an authorized heading in the authority index.

For each bibliographic entry under authority control, SirsiDynix
Symphony must be told how to recognize leading articles. In some fields,
non-filing indicators are used to indicate leading articles. In fields that do
not use indicators for this purpose, the system can be configured to check
either a list of standard articles delivered with SirsiDynix Symphony or to
check a language specific list of articles as defined in the Language policy.
The system may also be configured not to check for leading articles.

When modifying any bibliographic record, you can use the Validate
headings helper on the Bibliographic tab to check existing bibliographic
records against the authority database. You can either correct the heading
with an existing authority heading or you can create a new authority “on
the fly.” The helper is available when you create or modify a title in the
Cataloging toolbar.
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To validate headings in a bibliographic record:

1. Navigate to the Cataloging toolbar and click the Titles group of
wizards.

2.  Click the Modify Title wizard. <& madify Title
3.  Type your search term in the Search for field and click Search.

4.  If more than one record matches your search, select the one you want
and click Modify.

5.  Click the Validate headings helper. If an entry is found that does not
have a match in the authority database, the following screen will
appear:

Madify Title: ¥alidate Headings

=4

100 ind:1

Heading | Rachman, Tom.|?UNAUTHORIZED ~] Browse

Index  |[LCNAME ~| et From List

Unauthorized heading Skip
Skip Rest
Propose

Browse LCNAME Rachman, Tom.|?UNAUTHORIZED

Authority term |

% Rachman, Stanley. |
e ]
[# Rachmaninoff, Serge, 1873-1943
ety At e ey =]
Cross-Reference| Control Description | Extended info|
| =looa nz n B
_j 005 19950907103829.5

~| 001 |aABB-7147

~| oos 801121n| acannaab|¥***=¥¥xkkk|gkaaq¥kks
' |-l o010 n 50054908
GRS AAK-0376
1=l 040 DLC|cDLC|dDLC|dInU-Mu|dDLC

-] 100 10 Rachmaninoff, Sergel,|d1873-1943
:j 400 10 Rakhmaninov, Sergilei VasilOevich,|d1873-1943 A4
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6.  Select an appropriate replacement from the list and click Get From

List.

Modify Tite: Validate Headings - B =
650 ind: 0 Next
Heading I Newspaper editors|vFiction.|?UNAUTHORIZED LI Browse

Index |LCSUBJECT

Get From List
Skip
Skip Rest
Propose
Browse LCSUBJECT Newspaper editors|vFiction.|?U

__~"Authority term |
U# Newspaper clippings ‘ ;l
¥ Newspaper employees Fiction

Unauthorized heading

U Newspaper layout and typography =
[ Newsnaner niihlishina ;I
7. Click Next.
8. To propose a new authority, click Propose.

Modify Authority = =
C ]

}’I :HE :HE ¥

Control Authcmtyl -
Status |n Rec_Type =z Enc_Lvl n Entrd 111029
Dir/Ind n Roman | Lang AuthType a
Rules C Sys/Thes a Ser_Type n Ser_Num n
Name_Use a Subj_Use a Ser_Use b Subdiv n
Govt_Agn | Ref Eval n Upd_Proc a UnigName a

Levl_Est a Mod_Rec Source d

rS,

Label | Tag | Ind. | Contents

|| =lcontrol number  |001 XX83465 O

|| =lcontrol number ID 003 SIRSI

_;IDate 005 20111029004550.0

= ~|Personal name 100 1 Rachman, Tom

~|Source data found 670 The imperfectionists , c2010|bt.p. (Tom Rachman)
Ad|

%I Cancell

9.  Make any modifications to the entries as needed and click OK.

10. Click Next.
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11.  When all headings have been validated, the following window
appears:

Validation Complete e

Entries checked: 27
Unauthorized headings found: 1
Unauthorized headings authorized: 1
Unauthorized headings skipped: 0

12. Click OK.
13. Click Save.

14. Click Close.

Adding Authority Records

Each authority record contains one established heading (1XX) and has a
unique authority ID. Established terms in authority indexes control all
occurrences of those exact terms in bibliographic records.

An authority record may also contain See From (4XX) headings which are
to reference forms of a heading that are not valid for use in a
bibliographic record description. The entry of improper headings in an
authority record generates See references in the OPAC.

author "de conte™ found no matches in any library.

You may change your search, or select a new search from the closest matches below.

dange your Sedrcn words

1. =ee related headings for:
De Conde, Alexander

2. see related headings for:
De Conte, Louis, 1835-1910

3. see related headings for:
De Cossio, José Maria, 1893-

4, =ee related headings for:
De Coulanges, Fustel, 1830-1889
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An authority record may also contain See Also From (5XX) headings to
reference headings related to the established heading in a particular
authority record. These terms can be a later or earlier heading, a fuller,
broader, or narrower term, or an equivalent term. The entry of related
headings in an authority record generates See Also references in the
OPAC.

Catalog Lookup by Cross Reference

Search topics related to the subject Television
Telecommunication

Color television

Home video systems

Interactive television

Nurses in television

People with disabilities on television

Sex role in television

Violence in television

more information:
Here are entered general works on television and general technical works on equipment.

Adding authority records can be done in batch just like bibliographic
records or it can be done one at a time using the Add Authority wizard on
the Cataloging toolbar.
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To create a new authority heading:
1. Within the Cataloging toolbar, open the Authorities group of wizards.

2.  Right-click on the Add Authority wizard and click Properties.

We| Add Authority : Set Properties &

Display property page: ¢ Wizard Startup &

Behavior Defaults ] Helpers |

rEditor Display Options
* MARC View ¥ Display fixed fields

" Descriptive view [ Display descriptive labels (for entries)

W Extended info
rDefault Data for New Records

Authgrity format: |LCSH ﬂ
Authorization level:  [PROVISIONAL |
Source: |

0K Cancel

3.  Click Descriptive view to display fixed fields and variable fields
separately.

4.  Click Display descriptive labels (for entries) to display descriptive
labels in addition to entries or tags.

5.  Click the Authority format dropdown to select the default format for
the record you are going to create.

6.  Click the Authorization level dropdown and select to have this
record be AUTHORIZED or PROVISIONAL.

7. Type in source information if necessary for the new authority record.
This information is not required.
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10.

11.

12.

13.

Cataloging

iWi| Add Authority : Set Properties [ =

Display property page: ¢ Wizard Startup  Newver

Behavior Defaults l Helpers|

rEditor Display Options
" MARC View [

* Descriptive view ¥ Display descriptive labels (for entries)

W Extended info
rDefault Data for Mew Records

Authority format: |LCSH ﬂ
Authorization level:  |AUTHORIZED |
Source: |

oK Cancel

Click OK.

Click the Add Authority wizard. U add authority

In the AuthType field type the letter “a” to allow the heading to be
posted to thesauri.

In the Name_Use field type the letter “a” to post the authority record
to the name thesaurus. Type the letter “b” if you do not want to post
the authority record to the name thesaurus.

In the Subj_Use field type the letter “a” to post the authority record to
the subject thesaurus. Type the letter “b” if you do not want to post
the authority record to the subject thesaurus.

In the Ser_Use field type the letter “a” to post the authority record to

the series thesaurus. Type the letter “b” if you do not want to post the
authority record to the series thesaurus.
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Add Authority ENEE
C_m
5otk ?G

Control AUthOﬂtH Extended info

Status \n Rec_Type z Enc_Lvl n Entrd 111029
Dir/Ind Roman Lang uthType
Rules e

Subdiv

oVt_A ~_Eva UnigName
||LevLE5 ‘MDELREC |Snurce
avw

Label | Tag | Ind. ‘ Contents

_jsubject term 150 **REQUIRED FIELD**

~|see from 450
:jSee also from 550
7j50urce data found 670
7jEp\torne 678

= |Fublic note 680
_jExamp\e tracing note 631

‘ ‘ Close |

14. Click in the 1XX field and type the authorized term.

15. Click in or tab to the 4XX field and type in the improper heading for
the authority record if necessary.

16. Click in or tab to the 5XX field and type in the heading related to the
established heading in the 1XX field.

17. Type in any other information necessary in the other tags available.

Add Authority =]
X

Control Authority ] Extended info

Status n Rec_Type z Enc_Lvl n Entrd 111029

Dir/Ind Roman Lang AuthType a

Rules Sys/Thes Ser_Type Ser_Num

Name_Use b Subj_Use a Ser_Use b Subdiv

Govt_Agn Ref_Eval Upd_Proc UnigName

Levl_Est Mod_Rec Source

s, 4

Label | Tag | Ind. | Contents
7j LC Control number 010 \shBSOBD‘BST
- | Subject term 150 Marbles (Game)

_ﬂ See from 450

_j See also from 550 wg|aGames

:j Source data found 670

~ | Epitome 578

7j Public note 680

_ﬂ Example tracing note 681

|

Save | Close |

18. Click Save.
19.  Perform one of the following actions:

® (lick Add Another Authority to create another authority record.

® (lick Close to exist the wizard.
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Modifying Authority Records

Authorized headings may change and, therefore, the authority record
within SirsiDynix Symphony WorkFlows will need to be modified. If
there are bibliographic records in the system connected to it, the
modification to the authority record will also change the headings within
the bibliographic database.

For example, there may be an authorized heading for an author in the
database with only the birth date in subfield d.

Brown, John, | d1936-

If a death date needs to be added to the authorized heading, you will
simply need to modify the existing authority record with the Modify
Authority wizard and the changes to bibliographic records with that
heading will automatically be updated with the running of the Add,
Delete, Update Databases (adutext) report.

In other words, it will not be necessary to modify every occurrence of that
heading in the bibliographic records. The change is made when you
modify the authority record and the adutext report is run.

Within the Modify Authority wizard is the Global Authority Change helper
which updates bibliographic headings in catalog records to the
authorized form based on the 4XX entries in the current authority record.

For example, you have added an authority record with the following
entries:

150 Animals

450 Animal kingdom
450 Beasts

450 Wildlife

When you use the Global Authority Change helper, all records in the
database that contain the unauthorized entries ” Animal kingdom,”
“Beasts,” and “"Wildlife” will be modified to the authorized entry

” Animals.”

Additionally, any subheadings, such as “Beasts | zCanada” will be
updated to ” Animals | zCanada.”
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To modify an existing authority:

1.  Before using the Modify Authority wizard, you may want to change
the properties.

2. Within the Authorities group of wizards, click the Modify Authority
wizard.

Type your search term in the Search for field and click Search.

Select the heading you want to change and click Modify.

Make the necessary changes and click Save.

o o bk~ W

Click Close.

To flip subject headings:

1.  Before using the Modify Authority wizard, you may want to change
the properties.

2. Within the Authorities group of wizards, click the Modify Authority
wizard.

3.  Type your search term in the Search for field and click Search.

Modify Authority
e ==

Search for: |cookery

Index: |LcsusiECT

Heading: Cookery

Current: oy e cHas0z1766

* Browse
 Exact

Browse LCSUBIJECT cookery

Authority term ‘
[# Cookbooks -]
®cookery [
Cookery, African
N Sookery Al =l
Control DESC”DUDHI Extended info|
Status |c Rec_Type z Enc_Lvl n Entrd 040301
Dir/Ind i Roman | Lang AuthType a
Rules n Sys/Thes a Ser_Type n Ser_Num n
Name_Use b Subj_Use a Ser_Use b Subdiv n
Govt_Agn | Ref_Eval b Upd_Proc a UnigName n
Levl_Est a Mod_Rec 'Source
avw
~|Control number ID 003 0CoLC =
~|Date 005 20040820071517.0
~|control number 001 |acca02042602
~|LC Contral number 010 sh 85031766 -
Maodify | Close

4.  Select the heading you want to change and click Modify.

D.  Make the necessary changes and click Save.
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6.  Click the Global Authority Change helper. @

Modify Authority

= A
Unauthorized Headings Found =
authority ID: SH85031766
Authoritative term: Cookery
Update database: « Mark unauthorized and unmark authorized entries
& Generate record: e to be changed (Test mode)
Maximum titles to process: [500
Heading Occurrences

COOKBOOKS 0
COOK-BOOKS 0
COOKERY 280
CUISINE 42
FOOD PREPARATION 0

DK Close

7. To run in test mode, click OK.

Unauthorized Headings Found

authority ID: SH85031766
Authoritative term: Cookery

Update database: ¢ Mark unauthorized and unmark authorized entries
&

um titles to process: |'_5_U

r = Bst mode
WF Confirmation » M )

Report Name:globalSH85031766

Heading firences
BOOKS
-BOOKS I
ERY
8. Click OK.

3 o‘-
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9.  To see the results, click the Review Global Authority Change Reports

helper. @j

Modify Authority = EH =

Application to view reports: |Ies\Windows NT\Accessories\wordpad.exe ¥
Format Options

I Display format page
¥ Format report

Character set table: |TY—DISP ﬂ
Page length:
Page width:
Top margin:

TFM

Bottom margin:

¥ Include log

¥ Include results

oK Cancel

10. Click OK.
11. Double-click the finished report or highlight it and click View.

12. Click OK.

1 authority record(s) read.
20 geltext strings produced.
Symphony authority Improper term Selections finished on Saturday, October 29,
2011, 1:33 mM
20111029013338 BRS/Search-Engine v.82 started for seltextl
Symphony Text selection 3.4 started on Saturday, Octcber 25, 2011, 1:33 RM
The database used in the search will be KCAI.
Search strings will be read from standard input.
The cataleog key will ke written to standard cutput.
Search will be limited to BOTH wvisible and shadowed records.
0 records found for #1: (COOK-BOOKS).T&50.
0 records found for #2: (COOK-BOQKES).BIOZ.
0 records found for #3: (COOK-BOOKS).T655.
0 records found for #4: (COOK-BOOKS).DESC.
0 records found for #5: (COOKBOOKS).T&50.
0 records found for #6: (COOEKBOOKS).BIO0Z2.
0 records found for #7: (COOEBOOKS).T&55.
0 records found for #8: (COOKBOOKS).DESC.
140 records found for #10: (COOKERY).T&50.
140 records found for #12: (COOKERY).BTOZ2.
0 records found for #13: (COOEEEY).T6S55.
0 records found for #14: (COOKERY).DESC.
21 records found for #16: (CUISINE).T&50.
21 records found for #l8: (CUISINE).BTOZ.
0 records found for #19%: (CUISINE).T&55.
0 records found for #20: (CUISINE).DESC.
0 records found for #21: (FOOD ADJ]1 PREFPARATION) .T&50.
a
a
a

records found for #22: (FOOD ADJ]l PREFRRATION) .BTOZ.
recaords found for #23: (FOOD ADJ]1 PREPARATION) .T&55.
records found for #24: (FOOD ADJ1 FREPARATION) .DESC.
20 Search recocrd(s) cocnaidered.
4 Search record(s) selected.

13. When you are done reviewing the report log, close WordPad.

+%a
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14.
15.
16.

—
o/ )

Click Close.
Click Close.
To update the database, repeat steps 2-6 and make sure to set the

report to Mark unauthorized and unmark authorized entries.

You can also flip headings using either the Change Invalid Hdgs
by Authority report or the Change Invalid Hdgs by Bib report.

Additional Authority Wizards

To view authority records already established in your database, you will
use the Display Authority wizard.

Sometimes new authority records must be added that are similar to
established terms already in the authority file, such as a heading with
subdivisions. The Duplicate Authority wizard is used to create a new
authority record by copying the authority information of an existing
record.

To remove authority records from the database, you will use the Delete
Authority wizard.

Displaying Authority Records

1.

Cataloging

To display authority records:

Within the Authorities group of wizards, click the Display Authority

wizard @ Display Authority

If necessary, use the drop down to select a different index.
Type your search term in the Search for field and click Search.

Select the authority term you want to view.

When performing an authority browse search, established authority

headings in 1xx fields are preceded by an authority icon % indicating
that an authority record is associated with that heading.
Unestablished headings in 4xx fields are preceded by a cross-

reference icon.[® Cross-reference information displays in the Cross-
Reference tab.

Click Close.
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Duplicating Authority Records
To duplicate an authority record:

1. Within the Authorities group of wizards, click the Duplicate Authority

wizard [':'j] Duplicate Authority

2. If necessary, use the drop down to select a different index.

3.  Type your search term in the Search for field and click Search.

Browse LCNAME minnesota

Authority term
[# Minnesota. Developmental Disabilities, Governor's Planning Council on
3 Minnesota. Governor's Planning Council on Developmental Disabilities.
[# Minnesota Historical Society. Publications
[# Minnesota Mining and Manufacturing Co.
¥ Minnesota Mining and Manufacturing Company.

Control Description I Extended info}

- HORKHOK [ Z KA AAAAAK KK [ KKK KKK

| =l oos 19841128151440.4
| |=foo1 |aACE-6042
7j 008 800117n| acannaab| ¥*¥*¥*x¥xxx | gHgng*r*x
|-l o010 n 80004065
||zl o35 AAL-2193
~| 040 DLC|cDLC|dDLC

-] 110 20 Minnesota Mining and Manufacturing Company.
-] 410 20 3M Company

-|l410 20 ThreeM Company

~ll410 20 3M (Firm)

Duplicate %
4.  Select the authority term you want to duplicate.

5. Click the Control tab.

Duplicate Authority O =
L ]
T T
Control IAuthority] Extended info|
Basic authority information

Authority ID: [oxazaz1
Record format: [corPORATE =l
Source: [

Authorization
Date authorized: [nEVER [
Authorization level: |AUTHORIZED =

Authority creation

Date created: [1o/31/2011

Created by: [ ADMIN [

Basic authority information
Date modified: [nEVER

Modified by: [ ADMIN [

Return to Search‘ Sa!e| glose‘

6.  Verify that the system created an auto-generated ID or change the
Authority ID.
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Cataloging

7.  Modify the entry to the new heading and enter any additional

authority information.

Once the leading term is modified, DUPLICATE AUTHORITY also
precedes the old leading term (961) to prevent an old leading term
from being generated that matches the leading term in the original
authority record.

Label | Tag | Ind. | Contents

_ﬂ Date 005 19841128151440.4
_|=zIcontrol number 001 |aACE-6042

~|LC Control number 010 n 80004065
| =Isystem number 035 AAL-2193
_j Cataloging source 040 DLC|cDLC|dDLC
7j Corporate name 110 20 ‘DUPL[CATE AUTHORITY Minnesota Mining and Manufacturing

ICompany|bAutomotive-Hardware Trades Division.

|zl see from 410 20 3M Company
:j See from 410 20 ThreeM Company

R A1n an I S Ciren

8. Remove DUPLICATE AUTHORITY from the new leading term.

Label | Tag | Ind. ‘ Contents

_j Date 005 19841128151440.4
_|=lcontrol number 001 |aACE-6042
_j L Control number 010 n 80004065
_|=lsystem number 035 AAL-2193
_j Cataloging source 040 DLC|cDLC|dDLC

-|Corporate name 110 20 rlinnesota Mining and Manufacturing

Company|bAutomotive-Hardware Trades Division.

| -lsee from 410 20 3M Company
:j See from 410 20 ThreeM Company

wlonn frnen A1n an THA £ Ciren)

9.  After an authority record has been duplicated, click Save to save your
changes.

10. Click Close.
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Deleting Authority Records

To delete an authority record:

1. Within the Authorities group of wizards, click the Delete Authority
wizard. u Delete Authority

2. If necessary, use the drop down to select a different index.

3.  Type your search term in the Search for field and click Search.

Delete Authority - o=
FaEs ==

Search for: | bears

Index: |LcsuBiECT

) Heading: Bears * Browse
Current: . =
Ctri#: SHBS012891 € Exact

Browse LCSUBJECT bears

Authority term |
[# Bearing witness (Christianity) -]
¥ Bears
g Bears —!
Beasts

[® PReasts =
Control Description | Extended info|
Status \n Rec_Type z Enc_Lvl n Entrd 860211
Dir/Ind i Roman | Lang \AuthType a
Rules n Sys/Thes a Ser_ Type n Ser_Num n
Name_Use b Subj_Use a Ser_Use b Subdiv |
Govt_Agn | Ref_Eval a Upd_Proc a UnigName n
Levl_Est a Mod_Rec Source
rFs. 4

~||oos 19931214144600.3 =
:i;l 001 |aAAB-2506 ﬁ

~llo10 sh 85012691 <

Delete(g)l Close

4.  Select the authority term you want to delete.

5.  Click Delete.

MM — ===
OI You are about to delete the selected Authority record. Are you sure you want to continue?

6. Click Yes.

7. Click Close.
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Authority Headings without Bibs Report

The Authority Headings without Associated Bibliographic Headings
report lists authority headings with no associated bibliographic records
(also known as blind references). Libraries often find it useful for
authority maintenance to know the authority records in their databases
that are not actually represented in the data in their titles. This report is
an informational report, and does not change the authority databases.
The list can be used to correct possible typographical errors in the
records, or to decide whether or not to delete an authority record since it
is no longer being used.

To run the List Headings without Bibs report:

1. Navigate to the Reports toolbar and click the Schedule New Reports
. % Schedule New Reports
wizard.

2.  Click the Authority tab.

3.  Double-click the Authority Headings without Bibs report or highlight
it and click Setup & Schedule.

4.  Click the Authority Selection tab.

Schedule New Reports : Schedule Authority Headings Without Bibs = O =

Basic Authority Selection ]

Authorization level: |

Format: |

® % &

Source: |
Date created: |D-1:D0 ®
Created by: | %
Date modified: | %
Modified by: | $®
Date authorized: | %

Schedule ‘ Run Now (b) Save As Template | Cancel ‘

S.  Use the default sliding date or click on the Date Created gadget and
select a range of dates.

3 o‘-
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Gadget : Date Range = @

Use data for dates within a period starting from 1
month before the report run date ending 1 month
before the report run date.

Start date
" Since the beginning of the system

" The date this report will be run
= B H

- IAfter '
1 jjhﬂonths ﬂ

End date

 No ending date

" The date this report will be run

* Before
" After
1 jjhﬂonths ﬂ
oK Cancel
) -
NV You can also use the Specific Date helper to select exact dates

—

for a time range.
6.  Make any other necessary selections.

7. Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.
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Change Invalid Hdgs by Authority Report

Just like with the Global Authority Change helper in the Modify Authority
wizard, the Change Invalid Hdgs by Authority report can update
headings in the authority database using the authority records for input.
Unlike the helper, the report allows you to change headings to groups of
records, instead of one at a time.

This report checks new authority records against the authority file, and
updates the improper headings. Then it checks all bibliographic records
in the database. If improper headings are found in the bibliographic
records, the headings will be changed to match the authorized heading in
the authority record containing the 4XX entries for improper headings.
Additionally, when the report is run, all improper headings in the
bibliographic records will match 4XX entries in any authority record will
be updated.

For example, you have added an authority record with the following
entries:

150 Animals

450 Animal kingdom
450 Beasts

450 Wildlife

When you run the Change Invalid Headings by Authority report, all
records in the database that contain the unauthorized entries ” Animal
kingdom,” ”Beasts,” and ”Wildlife” will be modified to the authorized
entry ” Animals.”

Additionally, any subheadings, such as “Beasts | zCanada” will be
updated to ” Animals | zCanada.”
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To change invalid headings by authority:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule New Reports

2.  Click the Authority tab.

3.  Double-click the Change Invalid Headings by Authority report or
highlight it and click Setup & Schedule.

4.  Type in the password.

5.  Click the Authority IDs tab.

Schedule New Reports : Schedule Change Inwalid Hdgs by Authority = O

Basic Authont-,rIDs] Authority Selection] Flip Headings

Authority IDs: | %

Schedule Run Now (b) Save As Template ‘ Cancel ‘

6.  Click the Authority IDs gadget.

7. In the Authority ID box, type an ID, click Add, and the authority ID is
added to the list.
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8.  Add more authority IDs to this list as needed and click Save.

Gadget : Select Authority IDs = =

Authority ID: |
List selected

SH85031794
SH98002601

Add (o) ‘ Save ‘ Remove ‘ Cancel |

9.  Click the Authority Selection tab.

Schedule New Reports : Schedule Change Invalid Hdgs by Authority =

Basic| Authority IDs Authority Selection | Fiip Headings |

Authorization level: | *

Format: | &

Source: | %
Date created: | %

Created by: | %
Date modified: | ®

Modified by: | %
Date authorized: | %

Schedgle Run Now (b) Save As Template ‘ Cancel ‘
10. Make any other necessary selections such as Date Created to focus on

a particular time period.
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11. Click the Flip Headings tab.

Schedule New Reports : Schadule Change Invalid Hdgs by Authority S
Basic] Authority IDS} Authority Selection Flip Headings

Update database: ¢ Mark unauthorized and unmark authorized entries

@ Generate records that are to be changed (Test mode)

Maximum titles to process: |500

¥ List updated entries

Run Now (b) | Save As Template ‘ Cancel |

| Schedule |

12.  To change the authorization of entries in the authority or
bibliographic records according to the selections made in the report,
click on the button next Mark unauthorized and unmark authorized
headings. Otherwise, if you want to run this in test mode, leave it
selected to Generate records that are to be changed (Test mode).

13. Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.

—
\2f ) You can also flip headings using either the Change Invalid Hdgs
= by Bib report.

List Unauthorized Bib Records Report

The List Unauthorized Bib Records report selects bibliographic records
with headings that contain | ?UNAUTHORIZED headings. Records
which are both visible and shadowed are searched.

To list unauthorized headings:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule New Reports

2.  Click the Authority tab.

3.  Double-click the List Unauthorized Bib Records report or highlight it
and click Setup & Schedule.

4.  Click the Entry IDs tab.
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5. Do one of the following:

® Select a radio button for the entries to check.

Schedule New Reports : Schedule List Unauthorized Bib Records = & =

Basic Entry IDs ] Style Sheet] Title Se\ect\on] Call Number Selection] Sort\ng} Print Item]

IEntnes to check: © All/Selected entries & Kﬁfﬁ'é'f'éﬁfﬁég " Title Entries © Subject entries I
‘ I@\

Schedule | Run Now (b) ‘ Save As Template | Cancel ‘

® Use the gadget to select a particular entry or list of entries. For
example, you could select all of the 6XX fields to check subject
headings only, or 110, 710, and 610 fields to verify corporate
names.

Gadget: Entry ID - o s

List to choose from List selected =

691 ] 110
700 610
705 710
711
715
720

730 ]| fij
<

740
752
753
754
755
760
762
765
767

770 = —

oK Cancel

6.  Make any other necessary selections within the available tabs.

7.  Click the Sorting tab and select how you want the bibliographic
records to sort.
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8. Click the Print Item tab.

Schedule New Reports : Schadule List Unauthorized Bib Records = @
Basic| Entry IDs| Style Sheet| Title Selection | Call Number Selection| Sorting Print Item

Printed arrangement: ¢ Catalog shelflist ¢ Call number shelflist * Record by record =
Shadow filtering: € 9 (O
Qutput format: & Standard ¢ Pipe Delimited ¢ XML
" Record per page
Title Information
I" Control record data
" First Call number, Publication year, Entry list

@ Publication year, then entry list

" Entry list only =

' None

Entry list: [FULL %
Entry labeling options: & Descriptive labels  Entry IDs as labels ¢ Data only

™ Show indicators and subfields

Call Number Information

 All call number information
 Call number only

@ No call number information

I™ Call number bound-with links

 Schedule

Run Now (b) | Save As Template | Cancel |

9.  Make selections here to determine how the list of bibliographic
records should print.

10. Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.

List Unauthorized Tags Report

The List Unauthorized Tags report selects headings for a particular entry
ID or for all entry IDs that contain an | ?UNAUTHORIZED subfield. This
report searches records that are visible and shadowed.

To list unauthorized headings:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule New Reports

2.  Click the Authority tab.

3.  Double-click the List Unauthorized Tags report or highlight it and
click Setup & Schedule.

4.  Click the Entry IDs tab.
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5. Do one of the following:

® Select a radio button for the entries to check.

Schedule New Reports : 5chedule List Unauthorized Tags =0

Basic Entry IDs ] Title Selection | Call Number Selection |

IEntnes to check: & Selected ¢ Author entries ¢ Title Entries ¢ Subject entries

! =

Run Now (b) | Save As Template | Cancel |

® Use the drop down to select a particular entry.

Schedule New Reports : Schedule List Unauthorized Tags = E =

Basic Entry IDs l Title Selection | Call Number Selection |

Entries to check: * Selected ¢ Author entries  Title Entries ¢ Subject entries
| v,
088 -
090 i
092
099
100
110
111
130 -

Schedule | Run Now (b) | Save As Template | Cancel |

6. Make any other necessary selections within the available tabs.

7. Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.
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List Authority Records Report

The List Authority Records report allows you to select specific authority
records and determine the appearance of the output. Authority records in
the list are sorted by the record creation date.

This report can be used to generate a list of provisional authority records
that need to be modified and/or need the authorization level changed to
AUTHORIZED.

To run the List Authority Records report:

1.  Within the Reports toolbar, click the Schedule New Reports wizard.
% Schedule New Reports

2.  Click the Authority tab.

3.  Double-click the List Authority Records report or highlight it and
click Setup & Schedule.

4.  Click the Authority Selection tab.

Schedule New Reports : Schedule List Authority Records = [

Basic] Style Sheet Sorting] Print Authority

Authorization level: | ®
Format: | &
Source: | &

Date created: | &
Created by: | &

Date modified: | &
Modified by: | &

Date authorized: | 2

Schedule ‘ Run Now (b) ‘ Save As Template ‘ Cancel ‘

5.  To generate a list of provisional authorities created, select the
Authorization Level gadget.
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6.  Select PROVISIONAL in the List to Choose from, use the right facing
arrow to move it into the List Selected and click OK.

Gadget : Authorization level

@ Includes selected policies

I

" Excludes selected policies
" Contains invalid policy

" Contains no policy

List to choose from List selected

AUTHORIZED PROVISIONAL
PROVISIONAL

=]
«|

oK Cancel

7.  Make any other necessary selections within the tab.

8.  Click the Sorting tab and select how you want the records to sort.

9.  Click the Print Authority tab.

Schedule Mew Reports : Schedule List Authority Records

Basic| Style Sheet| Authority Selection| Sorting Print Authority

I All authority entries
[ Authority information
¥ Full authority display
™ XML output

‘Schedule | Run Now (b) | Save As Template ‘ Cancel ‘

10.

Make selections here to determine what authority record information
is to appear in the output of the report.

11.

Click Run Now to run the report now; or, click Schedule to schedule
the report to run at a later time.
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Appendix A: SmartPort

The Copy Cataloging Using SmartPort section earlier in this guide (page
105) discussed capturing and loading bibliographic records. This section
will explain how to capture authority records, how to save or e-mail
records, and how to use various SmartPort helpers.

Capturing and Loading Authority Records

SmartPort Authority Configuration

When SmartPort captures a record and loads it into the library’s catalog,
it uses specified match points to determine if the record already exists in
the catalog.

To set default values at your workstation, right-click the SmartPort
wizard, and select Properties.

WF| SmartPort : Properties |t

Defaults

Authority Record Load Options
" Replace current record
' Match and load

Authority control number source: |c &

Save directory: | %
Verify options: @ Yes ¢ No

Strip junktags: ® Yes ¢ No

Script for special processing: |

Hit limit for brief display

Single server limit: |15
Multi-server limit: |5
Browse terms limit: |8

Gateway timeout: |20 Seconds

Formatted full display: ¢ Yes & No

oK Cancel
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Authority Record Load Options

Select one of the following:

® Replace current record - Designates the incoming record to
replace the last record viewed at the workstation.

® Match and load - Allows SirsiDynix Symphony to search for a
matching record based on the match points specified march points
options, and then take an action based on the result. If the system
tinds a match, it will verify that you want to overlay the existing
record. If the system does not find a match, it will create a new
title record.

® Authority control number source field specifies the entries in the
MARC authority record that should be checked for a match. The
values in this field are codes that refer to specific MARC authority
entries. SirsiDynix Symphony checks the authority database for a
match on the first match point value. If no match is found, the
second match point will be checked, and this pattern will continue
until all match points have been checked.

—
W/ For information on other SmartPort properties, see the Copy
Cataloging Using SmartPort section on page 104.
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Capturing and Loading Authority Records

If Match and Load is selected, SirsiDynix Symphony will search for a
matching record, based on the values in the Authority Control Number
Source field.

SmartPort : Capture = G

" Replace current record

* Match and load

Autherity control number source: |cn %

oK Close

The values in the authority control number source field prescribe the
number used as the authority control number in SirsiDynix Symphony. In
determining whether an incoming record matches a record already in the
SirsiDynix Symphony database, the authority control numbers of existing
records are matched against the corresponding entries of the incoming
record.

SirsiDynix Symphony checks the authority database for a match on the
first authority control number in the list. If no match is found, the second
authority control number in the list will be checked, and this pattern will
continue until all values have been checked.

If no match is found, a new record will be created and assigned the first
title control number source listed for which an entry is found in the
incoming record.
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To capture and load an authority record:

1. Within the Common Tasks group of wizards, click the SmartPort
wizard, ¥ SmartPort

SmiartPort : Connect to Databases

Select All Clear Selections ‘

Gateway name Description ‘ Selected
CATALOG Library Catalog r
LC Library of Congress Catalog r
Iv
LCMARC L r
OCLC-DEMO dCat Sample r

2.  Select a server with authority records and click Connect.

Your system administrator can add Z39.50 compliant catalog
destinations. For more information, see the WorkFlows online

Help.
SmartPort : Search - 0O =
KIDNDEREEEL]
Search
Search for: | Search
Index |Name ﬂ
Clear

Display Capture ‘ Close ‘
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3.  Type the search terms in the Search For box, select the appropriate
Index, and click Search.

SmartPort : Search = B
IR L]
Search
Search for: Search
Index |Name ﬂ

Clear

1

Search Results

Library of Congress Authorities found 3 records

1 Anne Boleyn, Queen, consort of Henry VIII, King of England, 1507-1536. O deat...
2 Donizetti, Gaetano, 1797-1848. Anna Bolena
3 Anne Boleyn, Queen, consort of Henry VIII, King of England, 1507-1536

Display ‘ Capture | Close |

4.  Use the helpers to move forward and backward through the list.

5. To view a record, click one of the search results and click Display.

SmartPort : Viewing 3 of 3 from Library of Congress Authorities =E=

RIS

Title Info
000 znOc
001 ACM-8452
005 20110410102646.0
008 790802n| acannaabn |a aaa
010 |an 79063685
035 |a{OCoLC)ocali296629
040 |aDLC|beng|cDLC|dDLC|dUk|dDLC|dUPB
046 |f1507|g15360519

100 0 |aAnne Boleyn,|cQueen, consort of Henry VIII, King of
England,|d1507-1536

370 |aBlickling, England|bLondon, England

374 |aqueen

375 |afemale Fii
377 |aeng

400 1 |aBoleyn, Anne,|d1507-1536

400 1 |aBolena, Ana,|d1507-1536

400 0 |wnnaa|aAnne Boleyn,|cconsort of Henry VIII, King of England,|d1507-1536

400 1 |aBullen, Anna,|d1507-1536

400 0 |aAnna Bolena,|cQueen, consort of Henry VIII, King of

England,|d1507-1536
400 0 |aAna Bolena,|cQueen, consort of Henry VIII, King of England,|d1507-1536 |

Capture Close
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Cataloging

Review the record. Use the scroll bar to view additional lines of the
record. To view another record, use the helpers to move through the
list one record at a time. Click Close to return to the Search window.

When you find a record to add to your library’s catalog, click Capture
in either the Search or Viewing window. If you selected the Verify
options check box in the SmartPort Properties, the following window
appears:

SmartPort : Capture = G

" Replace current record

* Match and load

Autherity control number source: |cn %

oK Close

Make any necessary changes. The Replace current record option
overlays any bibliographic record that was most recently displayed,
selected, or in memory in WorkFlows. The Match and load option
uses the specified match points to determine whether any record in
the catalog matches the one being captured.

After making changes or accepting the defaults, click OK.

SmartPort : Capture O
sk X
Control AUthD”tYl
Status |c Rec_Type z Enc_Lvl n Entrd 790802 |~
Dir/Ind n Roman | Lang AuthType a
Rules c Sys/Thes a Ser_Type n Ser_Num n e
Name_Use a Subj_Use a Ser_Use b Subdiv n ﬂ
s 4
| Tag | Ind. | Contents
| =ljoo1 ACM-8452 =
j 005 20110410102646.0
|-l o010 n 79063685
-] 035 (0CoLC)oca00296629
" |-l 040 DLC|beng|cDLC|dDLC|dUk|dDLC|dUPE
:j 100 0O Anne Boleyn, |cQueen, consort of Henry VIII, King of England,|d1507-1536
~la00 1 Boleyn, Anne,|d1507-1536
_j 400 1 Bolena, Ana,|d1507-1536
:j 400 O |wnnaa|aAnne Boleyn,|cconsort of Henry VIII, King of England,|d1507-1536
~la00 1 Bullen, Anna,|d1507-1536
_j 400 0 Anna Bolena,|cQueen, consort of Henry VIII, King of England,|d1507-1536 | |
7j 400 0 Ana Bolena,|cQueen, consort of Henry VIII, King of England,|d1507-1536
_j 400 0 Anna Bullen,|cQueen, consort of Henry VIII, King of England,|d1507-1536
:j 400 O Anne Bullen,|cQueen, consort of Henry VIII, King of England,|d1507-1536
_j 400 1 Bolena, Anna,|d1507-1536 |

Save | Close
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10. The incoming record has not yet been added to the catalog. Edit the
record as needed. Use the helpers to add missing entries or delete
unwanted entries.

11. Click Save to save the record and add it to the catalog.

12. Click Close to close the window and return to the SmartPort Search
window.

13. Continue searching for other titles, or click Close to close the
SmartPort wizard. This closes all Z39.50 connections.

R) . .
N An overnight maintenance report must run for cross-references to
= be visible in the OPAC.
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Replacing Authority Records Using SmartPort

Connect and search according to the earlier instructions. When capturing
a record, an existing record can be overlaid if Match and Load is selected
and a match is found, or if Replace Current Record is selected.

If SirsiDynix Symphony finds a matching record, a message will open
indicating a matching record was found and on which authority control
number entry the match was made.

Wi| Information X

Click OK to close the message, and the incoming record is displayed.
Edit the record and click Save, or click Close to cancel the overlay.

Replace current record

An individual authority record can also be overlaid without meaningful
authority control information. For example, a authority record can be
overlaid with the full record from an authority source, even though the
brief record contains no matching authority control number values. This
can be accomplished by selecting Replace current record, as long as the
provisional authority record is the current record.

SmartPort : Capture =1 [E

& Replace current record

" Match and load

Authaority control number source: Jnc *

0K Close

; Q/ ) To replace the existing authority control number for the record,
= add a forward slash and repeat the authority control number
sequence in the Authority Control Number Source field. For
example, enter “nc/nc.”
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SmartPort : Capture = [

+ Replace current record
" Match and load

Authority control number source: |ncfnd ®

oK Close

If Replace current record is selected, the incoming record will replace the
last record accessed in the workstation. The following window appears
with the authority control information about the record to be replaced.

WF| SmartPort : Confirmation S

No |

Click Replace to replace the existing record or click Cancel to cancel the
transaction. If an authority record has not been accessed in this
workstation session, the following error message appears:

WF| SmartPort : Error &

No record available to replace
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Saving Records

Records viewed through SmartPort can be saved to a file or emailed for
later review and loading with the Load Bibliographic Records report or
the Load Authority Records report.

Saving Records Using SmartPort

To save records using SmartPort:

1. Within the Common Tasks group of wizards, click the SmartPort

: £ sSmartPort
wizard.

2.  Select the server(s), and click Connect.

3.  Type the search terms in the Search For field, select the appropriate
Index, and click Search.

SmartPort : Search = S
IR EERL

Search

Search for: 97811181 1940 Search

Index  |ISBN |
Clear

Search Results

Library of Congress Catalog found 1 record

1 Giving 2.0 : transform your giving... Arrillaga-Andreessen, Laura, 1970-

Display ‘ Capture ‘ Close ‘

4.  If necessary, use the helpers to move forward and backward through
the list.
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5. To view a record, click one of the search results and click Display.

SmartPort : Yiewing 1 of 1 from Library of Congress Catalog = @ =

I« D] @B

010
020
040
042
050
082
084
100
245

246
250
260
263
300
520

6. Review the record. Use the scroll bar to view additional lines of the
record. To view another record, use the helpers to move through the
list one record at a time. Click Close to return to the Search window.

00
00

10

DHUXJLD ZULL-U/- 19 (LEBIBWOTK][dX) LD ZULL-U/- 14 LU UEWEY|WIUU>S j
2011-07-14

la 2011029319

|a9781118119402

|aDLC|cDLC|dDLC

|apcc

|aHv48|b.A77 2012

|la361.7/4|223

|aBUS074000| 2bisacsh

|aArrillaga-Andreessen, Laura,|d1970-

|aGiving 2.0 :|btransform your giving and our world /|cby Laura
Arrillaga-Andreessen.

|aGiving two point zero L
|alst ed.

|asan Francisco :|blossey-Bass,|cc2012.

lai110

|ap. cm.

|a"Today's top strategies for individual donors to revolutionize their giving
and the world. Major gifts may dominate headlines, but the majority of
giving still comes from individual households. Even in 2009, at a time of
deep recession, individual giving averaged almost $2,000 per household
and 82% of the $300 bilion donated that same year. Giving 2.0 empowers
individual donors of every level navigating the seemingly infinite ways one
can give. Based on her vast experience as a philanthropist, academic, and
social innovator, Arrilaga-Andreessen shares the most effective techniques
she herself pilots and studies. Draws from author’s unigue experience as
founder/chairman of the Stanford Center on Philanthropy and Civil Society, | ~|

Capture Close

7. When you find a record to save, click the Save helper.

N\ ) You can establish a default file name in the SmartPort properties.
SmartPort : Save record fromlibrary of Congress Catalog =&

Save record as: | k
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8.  Click the Save Record As gadget to display the Select File window.

Gadget : Select File = E
Save in: I L IWF ~ eprEE
.. Configure _| buildnumber [* GemTagNetProxy.exe
.. Helps 4] catcore.jar |#] hatwrapper.jar
.. Images || catui.jar | hs_err_pid1440.log
. JRE % comm.jar \=| hyperion.jar
. Language |4 commons-discovery-0.2.jar[® leEmbed.exe
.. Property 4| commons-logging-1.0.3.jar _| javax.comm.properties
. Sound 4] commonutil.jar 4] jaxrpc.jar I
.. Toolbar 4| components.jar |#] jdbm-0.12.jar !
] a2j_v2-2.0.8.jar || corrected 1% jdic.dll 1
- || apple_menu.jar |#] custom.jar |#] jdic.jar i
| axis.jar download.bat 4] jdic_stub.jar 1
57 barcode.exe % GemTagAPLdll |#] jh.jar 1
4 J |
File name | LI
File type IAH Files LI Cancel

9.  Type the File Name under which to save this record (including the
.mrc extension), and click OK.

10. Click Raw to save the record in MARC format, or click Text to save
the record in ASCII format.

W] Success | E3

| The record is saved inC:/Users/andread/Documents/Bibliographic records/Testfile.mrc

O\ Only MARC format records can be saved in raw format. If you

display a non-MARC record, such as a COSATI/CENDI record,
and attempt to save it in raw format, an error message will
display, and the record will not be saved.

\

11. To save this record into an existing file, select the file in the Select File
window and click OK. If the incoming records are in the same format
as the existing file, the following window appears:

WF Confirmation g
 —

Destination file exists?

Replace

Append

Cancel
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12.  Click Replace to replace the existing file, or click Append to add this
record to the existing file.

Saved Files Helper

Files saved with the Save helper may be viewed, copied, or removed
using the Saved Files helper.

SmartPort : Connect to Databases = O =

Oy

Select All Clear Selections |

Gateway name » Description | Selected
CATALOG Library Catalog N
LC Library of Congress Catalog r
LCAUTH Library of Congress Authorities r
LCMARC LCMARC I
0CLC-DEMO OCLC Worldcat Sample r

| close

SmartPort : Search NEE
14| <] » | »i]vp| 8] | s &

Search

Search for: | Search

Index |Genera| ﬂ

Display Capture | Close |
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When you click the Saved Files helper, the following window appears:

SmartPort : Saved files = EH =

& |a'|ar

File Name

Biography.mrc
literacy.mrc
literature.mrc
rankin.mrc

Close

To view a saved file:

1. Within the Common Tasks group of wizards, click the SmartPort

. £ sSmartPort
wizard.

SmartPort : Connect to Databases

Select All Clear Selections |

Gateway name » Description | Selected
CATALOG Library Catalog -
LS Library of Congress Catalog r
LCAUTH Library of Congress Authorities r
LCMARC LCMARC r
OCLC-DEMO orldCat Sample r

Close
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2.  Click the Saved Files helper.

SmartPort : 5aved files = G

N IR =i

File Name »

Biography.mrc
literacy.mrc
literature.mrc
rankin.mrc

Close

3.  Select a file from the list and click the View helper.

SmartPort : Viewing 1 of 10 from C:% Users'andread’, Documents®, Bibliographic records', NewFiction.mrc... - 0O =

IR

Title Info

000 am8alc

001 15969267

005 20091103151015.0

008 09110252010 ilu b 000 Daeng

906 |a7|bcbc|corignew|d1|eecip|f20|gy-gencatig

925 0 |aacquire|b2 shelf copies|xpolicy default

955 |arc05 2009-11-02|crc05 2009-11-02 (telework)|drc06 2009-11-03 to
Dewey (telework)|wrd08 2009-11-03

010 |a 2009046326

020 |a9781414333076 (hc)

040 |aDLC|cDLC

043 |aa-is---

050 00 |aBV2626.4.¥68|bA3 2010 |-

082 00 |a248.2/46092|aB|222
100 1 |aYousef, Mosab Hassan.

245 10 |aSson of Hamas :|ba gripping account of terror, betrayal, political intrigue,
and unthinkable choices /|cMosab Hassan Yousef, with Ron Brackin.

260 |aCarol Stream, IL :|bSaltRiver,|c2010.

263 |a1002

300 |lap. cm.

504 |aIncludes bibliographical references. |

Capture ‘ Close ‘

4.  Use the helpers to move forward and backward in the file of records.
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To remove a saved file:

1. Within the Saved Files window, select a file from the list to remove.
SmartPort : Saved files = =l
a|&[X¥|a |

Remove File Name » ‘

Biography.mrc
literacy.mrc
literature.mrc

rankin.mrc

Close

2.  Click the Remove helper.

3. Click Yes to remove the file, or click No to cancel and return to the
Saved Files window.

Emailing Records

To email records using SmartPort:

1. Within the Common Tasks group of wizards, click the SmartPort

. £ sSmartPart
wizard.

2.  Select the server(s), and click Connect.

3.  Type the search terms in the Search For field, select the appropriate
Index, and click Search.

4.  If necessary, use the helpers to move forward and backward through
the list.
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5. To view a record, click one of the search results and click Display.

SmartPort : Yiewing 21 of 38 from Library of Congress Catalog - =
OIDICEIE]
~ Eormatted 4
Title Info
000 am i0c
001 16859968
005 20111104013647.0
008 110706t20112011nyua 001 0engc
035 |a(DLC)16859968
035 |a(DLC)2011022825
906 |a7|bcbc|corignew|d1|eecip|f20|gy-gencatlg
925 0 |aacquire|b2 shelf copies|xpolicy default
955 |auPB|apa20 2011-07-08|erf04 2011-07-11 (telework) to Dewey|wrd14
2011-07-14|frg04 2011-11-03 to CALM =
010 la 2011022825
020 |a9781400064588 (acid-free paper)
020 |a9780679643920 (ebook)
040 |auPB/DLC|beng|cDLC|erda
042 |apcc
043 |an-us---

050 00 |aE839|b.BE9 2011

082 00 |a973.927|223

100 1 |aBrokaw, Tom,|eauthor.

245 14 |aThe time of our lives /|cTom Brokaw.

250 |aFirst edition. =]

Capture Close
&3

SnartPort : Email record fromLibrary of Congress Catalog = [

6.  When you find a record to email, click the Email helper.

Email address: |

Raw (b) ‘ Text | Cancel ‘

7.  Type the email address to which to send this record and click OK.

8. Click Raw to email the record in MARC format, or click Text to email
the record in ASCII format.
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Additional SmartPort Helpers

Change Search Pane View Helper
The Change Search Pane Viewer helper toggles between the Single Field

Search and the Labeled Field Search. %

Single Field Search

SmartPort : Search - o =
ORI EERFE

Search

Search for: | Search

Index |Genera| ﬂ

Labeled Field Search

SmartPort : Search

QR

Search

Index Search for Operator

|T\t|e j | m Search
|Auth0r ﬂ \ And hd

|T\t|e j \ Clear
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Add/Remove Destinations Helper

The Add/Remove Destinations helper allows you to connect to additional
739.50 servers. This helper also allows you to disconnect from a Z39.50

5

When you click the Add/Remove Destinations helper, the following
window appears:

server without closing SmartPort.

SmartPort : Connect to Databases

Select All Clear Selections ‘

Gateway name » Description | Selected
CATALOG Library Catalog r
LE Library of Congress Catalog v
LCAUTH Library of Congress Authorities r
LCMARC LCMARC L
OCLC-DEMO OCLC WorldCat Sample r

Connect Close

Select another Z39.50 server to connect to and click Connect. Alternately,
you may clear an existing selection to disconnect from that server.
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Appendix B: Load
Bibliographic Records

Load Options

Most of the options on the Load tab are defined in the Running the Load
Bibliographic Records Report in the “Loading Records Using Reports”
section. The following options are further described.

Title Control Number Matching Rule

The title control number matching rule determines how the records being
loaded relate to existing records.

Gadget : Tile Control Number = B =

Select a Title Control Number matching rule.
Select a platform below a option button for a detailed description of the rule

Refer to Help for information on how the software matches incoming
records with records in the system.

Rule 1

Incoming records will be compared with records already in the system.
When a record is new to the system, it will be created.

When an incoming record matches a record in the system, it will not load.
It will be reported as error.

oK Cancel

The following title control number matching rules are available:
Rule 1: Create Only

Only new records will be created. Records with title control numbers
matching existing records will not load. Error records are printed in the
report log with the header flex already exists.

Rule 2: Create and Update if Date Cataloged in NEVER

New records will be created. Records with title control numbers matching
existing records will only load for records that do not have a date
cataloged. Records matched that have a date cataloged specified will not
load. Error records that match existing records will be printed in the
report log with the header flex already exists and the corresponding date
in the date cataloged field.
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Rule 3: Update only if Date Cataloged is NEVER

Records with title control numbers matching existing records will load
only for records that do not have a date cataloged. New records and
records that match a record with a date cataloged specified will not load.
Error records that match existing records will be printed in the report log
with the header flex already exists and the corresponding date that is in
the Date Cataloged field.

Rule 4: Always Create and Update

New records will be created. Records with title control numbers matching
existing records will always load, replacing records that may have
previously had cataloging activity.

Rule 5: Always Update only

Records with title control numbers matching existing records will always
load, replacing records that may have previously had cataloging activity.
New records will not load. Error records will be printed in the report log
with the header flex not found.

~
v/ ) Error records not related to flexkey matching are only printed in
= the log if there is a problem with the MARC record or copy
processing.

Copy Processing

Copies can be created automatically during the load process using a
holding code, a holdings entry statement (such as the 949), or they can be
created or modified manually after the load. Use the Copy Processing
gadget to select a copy processing method.

Gadget : Copy Processing =

# Create NO copies

" Create but do not update copies using holdings statement

 Ignore holdings statements & create ONE copy only when creating a title

" Create and update copies using holdings statement

" Create copies using holdings statement only when creating a title

Entry ID: | =3

oK Cancel

When using the Copy Processing gadget, the following values display:
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Create NO copies

Only bibliographic records and call numbers will load, no copies will be
created. This option is useful when loading records for acquisitions. The
library for the call number will be determined from the holding code

selected.
~
N ) This selection is not available if a Holdings entry preprocessing
= method has been specified.

Create but do not update copies using holdings statement

If your library uses a holdings statement, such as the 949, copies will be
created from the holdings statement for new copies. Existing copies will
not be updated from the holdings statement.

Ignore holdings statements & create ONE copy only when creating a
title

Holdings statements will not be used, but one copy will be created for
each new title loaded. Updated records will not have any copy processing
regardless of existing holdings statements. The call number and copy will
be assigned the library, location, and item information from the default

holding code.
‘ :2/ ) This selection is not available if a Holdings entry preprocessing
= method has been specified.

Create and update copies using holdings statement

Both new and updated records will use holdings statements. Existing
copies will be updated using the incoming holdings statement
information.

Create copies using holdings statement only when creating a title

Only new records will use holdings statements. When a title control
number is matched in an updated record, all existing copies associated
with that call number are retained and only bibliographic information is
updated.

Entry ID

The Entry ID gadget does allow for one or more tags to be selected. You
can enter a list of tag numbers, in the desired order of search, from which
to extract holding entry data from the incoming MARC records. Simply
place commas in between i.e. 949,999.
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Print Options

This report is designed to load MARC records into the catalog. You have
the option to print or not print the titles that are loaded in the Print
Loaded Title tab. If the checkbox is selected, the records that are loaded
will print. Records that do not load are always included in the load report
log.

This report can also print various labels for imported records. The labels
are created in separate reports. These display in the finished reports list
with the titles OC_[report title] for the OCR labels, and SP_ [report title]
for the spine and pocket labels. The line spacing formats, which are
usually defined when viewing, printing, or e-mailing results for label
type reports, are instead defined using the OCR Call Number Label and
Spine And Pocket Label tabs when the Load Bibliographic Records report
is scheduled. The labels report logs are included in the primary report log
and cannot be reviewed separately.

Q// If the spine and/or OCR label reports fail, the catalog record or

= records will still be loaded.

&

—
N If the user wants to print different labels or use different label
= stock (other than the OCR labels) the Label Designer and the
Print Custom Labels report can be used.

&
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Beport Log for Cataleg Record Lead
Beport biklcad scheduled as Leoad Biklicgraphic Records
Lead kiklicgraphic receords intoc cataleog.

Symphony Catalog MRRC Leoad 3.4 started con Friday, November 4, 2011, 4:28 BM

Becords will be interpreted according to the following format: MARC.

The item number will be updated.

The MARC record will be updated.

The price will be updated.

The year cof publicaticn will be updated.

Records not matched will be leoaded, and reccrds which match will be updated
if date cataloged is NEVER.

The date cataleoged will be set to 11/4/2011.

Bibliographic records will be matched by flexible key.

The OCLC number (001) will be used as the flexible key.

The ISBEN (020) will be used as the flexible key.

The ISSN (022) will be used as the flexible key.

The first cccurrence cof the specified flexible key fields will be compared
to
the flexible key index for matching.

Matching MARC records that contain a "d" in the Leader/05 will be loaded.

MRRC records will be read from standard input.

AENFBK will be used as the default holding cede.

Ho copies will be created. Library will be set from holding code.

Dewey number will come from the first tag 082.

B11 subfields will be included in the call number.

Dewey number will come from the first tag 099.

B11 subfields will be included in the call number.

MRRC records with errcrs will be saved in
d:/8irsi/Unicorn/Marcimport/Biberror
/111104162800011e.

Entriesstags listed in the junk tag file junktag

will be removed.

Created and updated Item keys for label generaticn will be saved in
C:/tmp/Ept
10068.1item kevs.

0 Toctal item({3) created.

0 Total item({s) ignored.

17 bib recocrd(s) read.

0 bib reccrd(s) in errcr.

16 bib record(s) loaded.

0 bib rececrd(s) cancelled.

0 bib reccrd(s) deleted.

1 full bkib record(s) replaced.
Symphony Cataleog MRRC Load finished on Friday, November 4, 2011, 4:25 EM
Sympheny item printing 3.4 started cn Friday, November 4, 2011, 4:25 EM

The catalcg key will be read from standard input.

The cutput will be a reccrd by reccrd list.

Cataleg biklicgraphic informaticon will be written tec standard cutput.

Entry IDs:ALL.

Entry IDs will precede catalog data.

Subfield codes will appear in cutput.

The report title copticn will be used.

17 cataleg recerd(s) printed.

0 catacnt reccrd(s) printed.

0 call numkber record{s) printed.

0 item record({s) printed.

0 itemacnt record(s) printed.
Sympheony item printing finished on Friday, November 4, 2011, 4:25 PM
Sympheony call number selecticn 3.4 started con Friday, November 4, 2011, 4:28
EM

The catalocg key will be read from standard input.
The callnum primary key will be written tec standard cutput.
17 callnum reccrd({s) ccnaidered.
17 callnum reccrd(s) selected.
Symphony call number selecticn finished on Friday, November 4, 2011, 4:28 EM

Sympheony edit callnum 3.4 started cn Friday, November 4, 2011, 4:28 PM
The callnum key will be read from standard input.
The shelving key will be remade.
17 callnum reccrd({s) edited.

Sympheony edit callnum finished cn Friday, Nowvember 4, 2011, 4:23 PM
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LOADED BIB RECORDS

Produced Friday, Nowvember 4, 2011 at 4:28 PM

000: : |aam alc

001z : |aBRG-3556

005: : 1a201011221525850.0

[[[1}-H : |alddz2z22s2010 nyua b 001 0 eng

010: : la 2010004137

020: : |a9780307269935

035: : |a({0Coll)ocn5l 54024354

040z : |aDLC|cDLC|dBTCTA|dYDECPE | dW3N | dC4P | dBWE |AJRS | dBBG | dOLC

050: 00 : |aHE7631|b.Wa 2010
082: 00 : |a384/.041|222

100: 1 : |aWu, Tim.

245: 14 : |aThe master switch :|bthe rigse and fall cf infocrmaticn empires
/1eTim Wa.

£50: : |lalst ed.

260: : |aNew York :|ba1fred A. Knopf,|c2010.

300: : lax, 366 p. :|/bill. ;|ci5 cm.

500z : |a"This is a Beorzel beck™ —T.p. versc.

504: : laIncludes biblicgraphical references (p. [323]-354) and index.

505: 0 : |aThe rise. The disruptive founder ; Radic dreams ; Mr. Vail is a

big

man ; The time is not ripe for feature films ; Centralize all radic
activitiea ; The Paramount ideal -- Beneath the Rll-geeing Eye. The

foreign attachment ; The legicn of decency ; FM radic ; We now add
sight to scund —-- The rebels, the challengers, and the fall. The
right kind of breakup ; The radicalism cof the Internet revcluticn ;

Nixen's cable ; Broken Bell ; Esperantce for machines -- Reborn
without a soul. Turner deoes television ; Mass producticn of the
spirit ; The return of ATeT -—- The Internet against everyone. A
surprising wreck ; Father and scn ; The separaticns principle.

§50: 0 : |aTelecommunicaticn |xHistory.

650: 0 : |aInformaticn technolegylxHistory.

§50: 0 : |aMass medialxHistory.

Using the 948 Entry for Date Stamping

As records are loaded into SirsiDynix Symphony, SirsiDynix uses the
following formats to interpret item information located in the 948 holding

tab.

Subfield Label Example

|a Date Title Created |a12/06/2011
| b Date Title Updated  |b12/20/2011
|c Date Title Cataloged |c02/20/2012
|'s Shadowed Y or N |sY or |sN
Example

948  [a12/06/2011|b12/20/2011|c02/20/2012|sY

The 948 tag is not required. There should be only one 948 entry per
record.
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Using the 949 Entry for Copy Processing

Your library does not have to use a specific Entry ID for your SirsiDynix
holdings statement, but it is recommended that you use the 949 or 999

fields.

There should be one 949 or 999 for each item to be loaded in association
with a given bibliographic record. For instance, if you are adding a new
bibliographic record, and you have two copies of that item, there should
be two 949s. If you have an item with two volumes, there should be two
949s. If adding a copy or a volume to an existing bibliographic record,
there should be a 949 for each new item you are adding.

As records are loaded into SirsiDynix Symphony, SirsiDynix uses the
following formats to interpret item information located in the holding tag
to create copy information.

Subfield Label Example

|a Call Number | aTK7872 .H45

| v Volume Number |vV.2

| w Class Scheme** | wLC

|c Copy Number |cl

| h Holding Code** | hAREFBOOK

| Barcode Number | 131490003889210

| m Library | mMAIN

|d Last Activity mm/dd/yyyy |d03/05/2011

le Date Last Charged |e03/05/2011

| f Date Inventoried | f05/16/2011

lg Times Inventoried |g10

lj Number of Pieces [j2

| k Current Location** | KCHECKEDOUT
|1 Home Location** |ISTACKS

|n Total Charges |n10

|o Item Notes or Comments | ONOTE. Page 32 missing
|p Price | p$17.95

Cataloging
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lq In House Charges |5

|r Circulate Flag |rY

|'s Permanent Flag |sY

|t Item Type | tBOOK

|u Acquisitions Date | u05/05/2011

| x Item Category 1** | xXNONFICTION
|z Item Category 2** | ZTEEN

**Values in these subfields must exist in your SirsiDynix Symphony
policy tables. All policy values should be in uppercase.

Example

949 |aTK7872 .R45|vV.2|c1]i31490008830290hBKSTACKS
|d02/02/2012

949 |aTK7872 .R45\wLC|c1|i31490002283941|hBKSTACKS
|d02/02/2012

949 |aaTK7872 .R45|c0]i314900029839231|hBKSTACKS
949 |aaTK7872 .R45|vV.2|wLC|c1]i3149200093392832
|d02/02/2012|e02/02/2012|j3|0.NOTE.Ordered for Director|n10
IFY|sY tBOOK|u01/16/2012)xNONFICTION|zADULT

Do not enter a subfield marker and code if you do not have data for that
entry. All subfield designations should be lowercase. The order of
subfields is important for subfields a, v, w, and ¢, which corresponds to
call number, volume, class scheme, and copy respectively. The call
number must always be in |a, followed by | v, followed by |w, followed
by |c. The text of | v will be loaded exactly as it appears. Include labels
for volume information. Do not include a label for copy information.
SirsiDynix Symphony does not use a label in the copy field, and the
presence of an alphabetic character at the beginning of |c causes the copy
number to be interpreted as an error.

When a Holding Code is used, the values for Library, Home Location,
Item Type, Item Category1, Item Category?2, Circulate Flag, Permanent
Flag, and Price may be defined by the Holding Code. If there is a value
defined by the Holding Code, a value entered into an independent
subfield in the 949 overrides the default Holding Code policy value.
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If an invalid holding code is found in subfield h, the UNK holding
code will be used.

If a Class Scheme is not indicated in a subfield of the 949, the default
Class Scheme as defined in the Call Number Load Rule gadget will be
assigned.

All dates are ina MM/DD/YYYY format.

Frequently Asked Questions about Loading

Variations

The following information describes variations to the standard Load
Bibliographic Records report process.

How do | schedule the Load Bibliographic Records report to load
cataloged records regularly without having to modify the report?

1.

Cataloging

Make your selections in the report. In the Update date cataloged field,
select TODAY to minimize the chances of the bibliographic records
being overwritten in a subsequent record load. In the File to load
field, select an existing file or type in a file name. (If the file does not
exist you will get an INCORRECT VALUE status bar message, but the
report can still be scheduled.)

Schedule the report to run daily (or at some other interval) at a
regularly scheduled time.

Regularly review the completed report in the Finished Reports list to
confirm that the load completed successfully and to determine the
appropriate action to be taken, such as reloading error records.
Reload files if necessary.

Use MARC Import after the scheduled Load Bibliographic Records
report has been run and reviewed to import a file. Use the same name
as the file selected in the originally scheduled report.

Repeat steps 3 and 4 at the intervals determined by the scheduled
report.

If you have not imported a file between subsequent running of the
scheduled report, the report will end in ERROR indicating that no
data has been imported. If you have not run the report between
subsequent uses of MARC Import, and another file using the
same file name is imported, the first file will be overwritten.
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How do | update existing titles without changing the copies while
also creating new titles with copies in the same file?

1.

5.
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Use the Always Create and Update option for the Title Control
Number Matching Rule.

Use the Title Control Number and/or the Indexed Marc Tag settings
to select the tags that the incoming records will be matched on.

Title Control Processing
Key Matching
Title control number matching rule: ’h_ L2
& Match on title control number
 Match on title control number or indexed MARC tag

¢ Match on title control number and indexed MARC tag

Title control number source for incoming items: |ois &
Indexed MARC tag number: %

I" Compare multiple occurrences of a title control number field (not recommended)

Use the Create Copies Using Holdings Statement Only When
Creating a Title option for the Copy processing.

Include the Entry ID, such as 949 or 999, that defines the copy
processing in the catalog records being loaded.

Gadget : Copy Processing = O

" Create NO copies

" Create but do not update copies using holdings statement

" Ignore holdings statements & create ONE copy only when creating a title
" Create and update copies using holdings statement

@ Create copies using holdings statement only when creating a title

Entry ID: [949 &
oK Cancel

Specify one or more Call Number Load Rules, such as

LC,949,a,N/LC,050,,N.
Call Number And Copy Processing
Holdings entry preprocessing: ‘None j
Copy processing:ved4e | @
Call number load rules: \LC,949,3,N/LC,050,,N *
Default holding code: ‘ARNFBK ﬂ L 2

¥ Update AUTO-assigned call numbers

v Create/update price from holdings statement, 020 subfield c

Select to Update Bibliographic Record When Updating Records.




How do | update existing title records without changing any

existing copies while creating new titles without creating any
copies in the same file?

1. Use the Always Create and Update option for the Title Control

Number Matching Rule.

Title Control Processing
Key Matching

Title control number matching rule: ’h_ L2
& Match on title control number

¢ Match on title control number or indexed MARC tag

¢ Match on title control number and indexed MARC tag

Title control number source for incoming items: |ois %
Indexed MARC tag number: %

I~ Compare multiple occurrences of a title control number field (not recommended)

2. Use the Title Control Number and/or the Indexed Marc Tag settings

to select the tags that the incoming records will be matched on.

3.  Use Create NO Copies option for the Copy processing.

Gadget : Copy Processing

" Create but do not update copies using holdings statement

" Ignore holdings statements & create ONE copy only when creating a title
" Create and update copies using holdings statement

" Create copies using holdings statement only when creating a title
Entry ID: | %

oK Cancel

Specify one or more Call Number Load Rules, such as LC,050,,N.

4.

Call Number And Copy Processing

Holdings entry preprocessing: ‘None
Copy processing:jn~~ [#
Call number load rules: \LC,OSO,,N &
Default holding code: ‘ARNFBK ﬂ L2
W Update AUTO-assigned call numbers

[ ]

I Create/update price from holdings statement, 020 subfield ¢

5.  Select to update the bibliographic record.
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How do | add new titles for ordering without updating any
existing records?

1.  Use the Create Only option for the Title Control Number Matching
Rule.

Title Control Processing

Key Matching

Title control number matching rule: F ®
{* Match on title control number
" Match on title control number or indexed MARC tag

" Match on title control number and indexed MARC tag

Title control number source for incoming items: jois &

Indexed MARC tag number: %
I Compare multiple occurrences of a title control number field (not recommended)

Use the Title Control Number and/ or the Indexed Marc Tag settings

to select the tags that the incoming records will be matched on against
existing records.

Use the Create NO Copies option for the Copy processing.

Call Number And Copy Processing

Holdings entry preprocessing: ‘None

Copy processing: [n %

Call number load rules: \LC,OSO,,N

&
Default holding code: ‘ARNFEK ﬂ £ 3
I Update AUTO-assigned call numbers

I Create/update price from holdings statement, 020 subfield c

4., Specify one or more Call Number Load Rules, such as LC,050, N
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How do | update existing titles using the 049 field in the
iIncoming records for copy processing and load new records
using a SirsiDynix holdings statement?

1.  Use the Always Update Only option for the Title Control Number
Matching Rule.

Title Control Processing
Key Matching
Title control number matching rule: ’u_ %
& Match on title control number
" Match on title control number or indexed MARC tag

¢ Match on title control number and indexed MARC tag

Title control number source for incoming items: jois @
Indexed MARC tag number: @

I~ Compare multiple occurrences of a title control number field {(not recommended)

2. Select the Convert OCLC 049 to 999 option from the verify list for the
Holdings Entry Preprocessing.

3.  Use the Title Control Number and/or the Indexed Marc Tag settings
to select the tags that the incoming records will be matched on against
existing records for overlaying.

4.  Use the Create Copies Using Holdings Statement Only when Creating
a Title option for the Copy processing.

5.  Include the Entry ID(s), such as 949 and/or 999, that defines the copy
processing in the new catalog records being loaded.

Gadget : Copy Processing = m

" Create NO copies

" Create but do not update copies using holdings statement

" Ignore holdings statements & create ONE copy only when creating a title
" Create and update copies using holdings statement

* Create copies using holdings statement only when creating a title

Entry ID: [949 %

oK Cancel

6.  Specify one or more Call Number Load Rules, beginning with a call
number load rule for the holdings statement, such as
LC,949,a,N/LC,050,,N.

Call Number And Copy Processing

Holdings entry preprocessing: |None ﬂ

Copy processing: |[v949 ¥

Call number load rules: |LC,949,a,N!LC,OSO,,N %
Default holding code: |ARNFBK ﬂ ®

W Update AUTO-assigned call numbers
W Create/update price from holdings statement, 020 subfield ¢
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7.  Select to update the bibliographic record.

How do | add new titles with one default call number and copy
attached?

1.  Use the Create Only option for the Title Control Number Matching
Rule.

Title Control Processing
Key Matching
Title control number matching rule: F ®
{* Match on title control number
" Match on title control number or indexed MARC tag

" Match on title control number and indexed MARC tag

Title control number source for incoming items: jois &
Indexed MARC tag number: %

I Compare multiple occurrences of a title control number field (not recommended)

2.  Use the Title Control Number and/or the Indexed Marc Tag settings
to select the tags that the incoming records will be matched on.
Incoming records found to be a match will be rejected as errors and
will not load.

3.  Select the Default holding code. A single copy will be created with
the copy information defined by the holding code.

4.  Use the Ignore Holdings Statements & Create ONE Copy Only when
Creating a Title option for the Copy processing.
Gadget : Copy Processing - O x

" Create NO copies

" Create but do not update copies using holdings statement

# Ignore holdings statements & create ONE copy only when creating a title

" Create and update copies using holdings statement
" Create copies using holdings statement only when creating a title
Entry ID: | &2

oK Cancel

5. Specify one or more Call Number Load Rules, such as LC,050,,N. The
loaded records will have a single call number created from this field.
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Load Bibliographic Records System Messages

If the configuration of the Load Bibliographic Records report does not
match the incoming data, the report will not load the data and will
produce error messages in the report log. Here are examples of common
errors, along with information on how to resolve them.

Holding does not have corresponding call number

If you are using a holding tag for copy processing in incoming records,
such as the 949, but you have not created a call number load rule
referring to this holding tag, such as LC,949,a,N, the report will generate
an error with the above message. No records will be loaded until there is
a call number rule added to the Load Bibliographic Records report that
refers to the holding tag.

There is no imported to data to load

This message displays if the Load Bibliographic Records report has been
set up to load a file, and that file is not in the system to be loaded. For
example, a library schedules the Load Bibliographic Records report to run
every night like any other maintenance report, and the file that it loads
every night is called load.marc. For this report to run successfully every
night, the library staff must use MARC Import to load a file called
load.marc every day so that the report can then load that file. If the
library staff does not load that file on a given day and the report still runs,
the report will generate an error with the above message. This does not
affect the system because the report was unsuccessful at loading.

No holding tags found

This message displays if the Load Bibliographic Records report was
configured to look for holdings information in a certain tag and that tag
did not exist in the incoming records. If the report is configured to look
for the 949 tag in the incoming records and the incoming records do not
have a 949, the report will generate an error with the above message. No
items will be created.

Flex already exists

A flex key is a title control number. This message displays if the Load
Bibliographic Records report is configured to create bibliographic records
only and when checking for duplicates a match was found on an existing
title control number. This is an informational message that lets the library
staff know why a record was not created.
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Appendix C: Loading
Authority Records Using
Reports

Overview

As with loading bibliographic records, the process of loading authority
records from another source into SirsiDynix Symphony involves two
steps. The first step is to use MARC Import, which copies a file of records
to the SirsiDynix Symphony server. The second step is to run the Load
Authority Records report, which adds those records to the authority
database.

Importing Records with MARC Import

Use MARC Import to import files of bibliographic or authority records
from floppy disk, hard disk, or tape. Once imported, files can be listed,
viewed, or removed.

Authority and bibliographic records can be in the same file —the MARC
Import wizard separates the bibliographic and authority records into
individual files to be processed separately with the appropriate reports.
As part of the import process, SirsiDynix

Symphony first creates a file for bibliographic records in the
/Unicorn/Marcimport directory on the server and writes any
bibliographic records to this file. A file is also created in
/Unicorn/Marcimport/ Authtemp on the server, and any authority
records are written to this file.

N
\. N ) Some vendors will ftp MARC records for materials you purchase
= from them directly to this directory (if given server access).
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To import authority data:

Navigate to the Utility toolbar and click the MARC Import wizard.

MARC Import

Verify that Marc is the selected file type, or click Sirsi flat (flat ASCII),
if necessary.

Click the Source gadget to navigate to a file of records saved on your
hard drive or to a shared file server.

In the Destination box, type your new name for the copy of the files
on the host machine. Be sure to make a note of the destination file
name to load the records into the SirsiDynix Symphony catalog via
reports.

Click Import.

If you have no other files to load at this time, click No. If you have
additional files to load to the server, click Yes. This option will
append the next file to the one that has just been loaded.

When finished importing files, a log file appears:

Click the X in the upper right corner to close this window. The MARC
Import wizard remains open.

Click Cancel to exit the wizard.

After the files load, the file name displays on the Authority Files tab.
Bibliographic files display on the Bib Files to Load tab.

Once you complete the first part of the batch load process - saving the
file of records to the server - you can load the records into the
authority database via reports.
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Running the Load Authority Records Report

To load the file of imported authority records:

1. Navigate to the Reports toolbar and click the Schedule New Reports

. % Schedule Mew Reports
wizard.

2.  Click the Authority tab.

3.  Double-click the Load Authority Records report or highlight it and
click Setup & Schedule.

4.  Click the Authority Data File tab.

5.  Make the following selections:
Authority File

The records to be loaded must have already been imported using the

MARC Import wizard. LRSS
In the Authority file list, select a file to load from those present in the
directory. If you do not see your file name here, it was not loaded
properly and you will need to run MARC Import again.

Mode

Incoming authority records are matched against the existing records
based on the Authority ID. Select one of the following options:

® C(Create - Only records that are new to your authority database will
be loaded. Records that have matching authority IDs will not load
and will be reported in an error.

® Update - Only records whose authority IDs match incoming
records will be modified. Records that do not match will not load
and will be reported in an error.

® Create and update - New authority records are created. Records
that have matching authority IDs are updated.

Date Cataloged

Each authority record imported will reflect this date in the Date
Authorized field. Use the gadget to select a date.
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Check for Subfield 5 on Overlay?

Subfield 5 contains the MARC code of the institution or organization
that has added a tracing, reference, or linking entry field to an
authority file record. It is used for institution-specific information that
may or may not apply to the universal use of the authority record. A
subfield 5 may be in a 4XX field, a 5XX field, or a note field.

The Check for Subfield 5 on Overlay? check box is available only if the
Mode is either Update or Create and Update.

By default, this check box is cleared (disabled) and the MARC record
is overwritten in its entirety, including the fields containing a subfield
5. If selected, and one of the NUC codes specified in the following
Subfield 5 Text field matches subfield 5 of a 4XX, 5XX, or note field,
that field will not be overwritten on update.

Subfield 5 Text

This option is available only if the Mode is either Update or Create
and Update, and the Check subfield 5 on overlay? check box is
selected. Use the gadget to select the NUC code or codes for which
you do not want to overlay the fields. If the code matches subfield 5
from a field in an existing authority record, this field will not be
deleted, but will be merged with the incoming record.

After making your selections, click Run Now to run the report now;
or, click Schedule to schedule the report to run at a later time.

You may want to click Save As Template to save your
loadauthimp selections as a template before scheduling it to run.
If you save a report as a template, the next time you run that
report, you will only have to change a limited number of values in
the report rather than recreating it. With loadauthimp, you may
have to change the file name each time you run the report,
depending on your file name conventions.
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Appendix D: Practice
Exercise

Cataloging Exercises

This set of training exercises reinforces the skills you learned as you
moved through your SirsiDynix Symphony Cataloging training. If you
need help completing any of these tasks, refer to the appropriate section
of this guide, where steps to perform the task are given.

The following examples have been provided for use in a SirsiDynix
Hands-On Lab training class, based on records set up in advance for these
exercises. If you are attempting to follow the steps below using records
in your own database, you may need to adjust the examples for the data
present on your own database.

Several of the following exercises are also
located in the agenda for the Basic and
Intermediate Cataloging classes, for practice in
the Hands-on Lab classes.
Exercise 1 — Adding a title manually

Using the Add Title wizard, manually add a catalog record to the system
using the following information:

® Title: Original cataloging

® Author: Your name

® Subject: Cataloging in source

® An appropriate call number

® Appropriate item information such Home Location, Item Type,
Item categories, etc.

e Jtem ID - 31000108394433

Exercise 2 — Authorizing bibliographic headings

After saving the record in Exercise 1, the author and subject headings are
labeled UNAUTHORIZED. Propose a new authority record for the
author and find an appropriate existing authority for the subject heading
using the Modify Title wizard.
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Exercise 3 — Duplicating a title

A new edition of the title the library already owns, Public relations in
schools, has been published. Duplicate the title, modify some of the
bibliographic information, and add one copy to the Moyers library
collection with the Duplicate Title wizard. Make necessary changes to the
bibliographic information to represent the 5t edition and the new
publication date.

Exercise 4 — Adding call number and item records to a new title

The Caffey library has also purchased a copy of the 5th edition. Add the
additional copy to the catalog with the Call Number and Item Maintenance
wizard.

Exercise 5 — Adding an item record
The Arrowood library has received a donated copy of a title. Add an
additional copy to one of the following titles with the Add Item wizard:
® Burning bright by Tracy Chevalier

® Nutrition essentials for nursing practice by Susan G. Dudek

Exercise 6 — Global item modification

A multi-volume encyclopedia needs to be changed from reference
materials to regular circulating items with the Global Item Modification
wizard. Modify the following Item IDs:

e 31070000547949
e 31070000547956

Exercise 7 — Deleting a call number and item

Remove the copy of the 5th edition title associated with the Caffey library
with the Call Number and Item Maintenance or Delete Title, Call Number, or
Items wizard.

Exercise 8 — Deleting a title

The last copy of the title Creativity in the music classroom is missing and
a replacement copy cannot be ordered; therefore, the bibliographic record
needs to be removed from the catalog with the Delete Title, Call Number or
Items wizard.
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Exercise 9 — Using SmartPort

A book has been recommended for acquisition and you need to add the
bibliographic record to the database. Copy catalog the title Kurt
Vonnegut: a critical companion (ISBN 9780313314391) from the Library of
Congress through SmartPort and add a copy for the Arrowood library.

Exercise 10 — Loading bibliographic records using a report

You would like to load a file of bib records you just received from a
vendor to your catalog. Import the file of records with the MARC Import
wizard and use the Load Bibliographic Records report to load the records
into the catalog.

Exercise 11 — Modifying a title

You would like to make some modifications to the first bibliographic
record of the file of records loaded to the catalog in the exercise just
above. Use the Modify Title wizard to make changes to the record.

Exercise 12 — Using Item Group Editor

You would like to create a group of new books added this month. These
new additions have a NEW BOOK item type. After three months you
would like to edit this group and change all the items to the regular
BOOK item type. Use the Itern Group Editor wizard to create the group
then change the item type value.
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Exercise 13 — Creating a label template

You would like to create a new spine label template to print out new
spine labels for any new items. Using the Label Designer wizard, enter the
dimensions and other measurements of the label, page, and label set
provided:

Label

® Position: Top - 0.09cm or 0.04”; Left - 0.13cm or 0.05”
® Dimensions: Width - 2.89cm or 1.14“; Height - 3.32cm or 1.31

® Text Margins: Horizontal - 0.25cm or 0.10%; Vertical - 0.20cm or
0.08”

® Margins: Top - 0.00; Left - 0.00
® Paper size: Letter

® Measurement units: Inches or Centimeters

Label Set

® Dimensions: Width - 3.09cm or 1.22%; Height - 3.47cm or 1.37"

® Number: Across — 6; Down - 8

Exercise 14 — Printing labels within a wizard

You would like to print labels for all copies of a specific title using your
newly created label template within the Call Number and Item Maintenance
wizard.

Exercise 15 — Printing labels in batch

You would like to print labels in batch for specific items using your
newly created label template using the Print Custom Labels report.

Exercise 16 — Transferring items

The Caffey library needs additional copies of the book The Da Vinci code
to accommodate user demand. Using the Transfers wizard, transfer
copies from the Arrowood library to the Caffey library.
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Exercise 17 — Binding titles

You need to link two titles with a single item record (barcode). Using the
Bound-withs wizard, bind the titles: The portable Darwin and The origin

of the species by means of natural selection. The portable Darwin will be
the “child” record.
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Cataloging Exercises: Answers

Exercise 1 — Adding a title manually

1.

o 0k~ WD

™~

10.
11.
12.

13.
14.
15.

Cataloging

Within the Cataloging toolbar, open the Titles group of wizards.
Click the Add Title wizard.

Place the cursor in the Contents area of the 100 field.

Type your name as the personal author.

Tab over to or click on the Contents area of the 245 field.

Type the title Original cataloging and make sure the **REQUIRED
FIELD** is removed.

Tab over to or click on the Contents area of the 650 field.
Type the subject heading “Cataloging in source.”

Click the Call Number/Item tab.

Click Add Item.

Enter a call number for the Arrowood library.

Using the drop down fields, make any necessary changes to the Home
Location, Item Type, and Item categories.

If necessary, enter a price of the item.
Type in the item ID - 31000108394433.

Click Save.
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Exercise 2 — Authorizing bibliographic headings

1.

10.
11.
12.
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Within the Titles group of wizards, click the Modify Title wizard.

Click the blue hyperlinked title which should be the record you just
created or search for the title, if necessary.

Click the Validate Headings helper.

Click Propose.

Make any necessary changes to the proposed authority record.
Click OK.

Click Next.

In the Authority term list, click the authorized term “Cataloging in
publication.”

Click Get From List.
Click Next.
Click OK.

Click Save.




Exercise 3 —
1.

R
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10.
11.

12.
13.
14.

Cataloging

Duplicating a title

Within the Titles group of wizards, click the Duplicate Title wizard.
Type in the search terms “public relations in schools.”
Click Search or press the Enter key.

Place the cursor in Contents area of the 250 field and modify the
edition (3rd to 5th).

Tab over to or click on the Contents area of the 260 field.
Change the date in subfield c to the current year.

Tab over to or click on the Contents area of the 300 field.
Change the number of pages to 252.

Click the Call Number/Item tab.

Enter a call number for the Arrowood library.

Using the drop down fields, make any necessary changes to the Home
Location, Item Type, and Item categories.

If necessary, enter a price of the item.
Type in the item ID - 31000105532112.

Click Save.
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Exercise 4 — Adding call number and item records to a new title

1. Within the Common Tasks group of wizards, click the Call Number and
Item Maintenance wizard.

2.  Click the blue hyperlinked title which should be the record you just
duplicated or search for the title, if necessary.

Click the Call Number/Item tab.

Click Add Call Number.

Using the drop down, select the CAFFEY library from the list.
Click OK.

If necessary, make changes to the Caffey call number.
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Using the drop down fields, make any necessary changes to the Home
Location, Item Type, and Item categories.

9.  If necessary, enter a price of the item.
10. Type in the item ID - 31000108395288.
11. Click Save.

12. Click Close.
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Exercise 5 — Adding an item record

1.
2.

10.

Cataloging

Open the Call Numbers and Items group of wizards.
Click the Add Item wizard.
Perform a title search for one of the following search terms:

® Burning bright
® Nutrition essentials for nursing practice

If your search terms result in a hit list, double-click the appropriate
title or highlight it and click Modify.

Click Add Item.

Using the drop down fields, make any necessary changes to the Home
Location, Item Type, and Item categories.

If necessary, enter a price of the item.
Type in the item ID - 31000107389554.
Click Save.

Click Close.
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Exercise 6 — Global item modification

1. Within the Call Numbers and Items group of wizards, click the Global
Item Modification wizard.

Using the Item Type drop down, select the value to BOOK.

Using the Home Location drop down, select the value to STACKS.
Using the Circulate drop down, select Yes.

Type in Item ID field 31070000547949.

Press the Enter key or click Modify.

Type in the Item ID field 31070000547956.

Press the Enter key or click Modify.
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Click Close.

If you have time, use the Global Call Number Modification wizard to
remove the REF prefix of the call number for the following title: Ancient
Europe 8000 B.C.

1.  Within the Call Numbers and Items group of wizards, click the Global
Call Number Modification wizard.

2.  Click the blue hyperlinked title which should be the record you just
modified.

Click the Modify Call Number Prefix option.
Click the Delete option.
Within the tree, click the check box next to the title.

Click Yes.

S A S

Click Close.
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Exercise 7 — Deleting a call number and item

Deleting items with the Call Number and Item Maintenance wizard

1. Within the Common Tasks group of wizards, click the Call Number
and Item Maintenance wizard.

Type in the search terms “public relations in schools.”

w

If your search terms result in a hit list, double-click the appropriate
title or highlight it and click Modify.

Click the Call Number/Item tab.
Highlight the copy you want to delete.
Click Delete.

Click Yes.

© N o g &

Click Close.

Deleting items with the Delete Title, Call Numbers or Iltems wizard

1. Open the Titles group of wizards, and click the Delete Title, Call
Numbers or Items wizard.

Type in the search terms “public relations in schools.”
Click the check box next to the item you want to delete.

Click Delete.

a k~ WD

Click Close.

3 o‘-
Cataloging Y\"Y 251




Exercise 8 — Deleting a title

1. Within the Titles group of wizards, click the Delete Title, Call Numbers
or Items wizard.

Type in the search terms “creativity in the music classroom.”
Click the check box next to the Item ID.
Click Delete.

Click Yes to remove the title.

o ok WD

Click Close.
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Exercise 9 —
1.

B

10.

11.

12.
13.

14.
15.
16.
17.

Cataloging
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Using SmartPort

Within the Common Tasks group of wizards, click the SmartPort
wizard.

Select the check box for Library of Congress Catalog (LC).
Click Connect.

Type the ISBN and click Search or change the Index to Title, type in
the title, and click Search.

Highlight the title in the search results screen and click Capture.
Click OK.

Click Save.

Click Close.

Click Close.

Within the Common Tasks group of wizards, click the Call Number
and Item Maintenance wizard.

Click the blue hyperlinked title which should be the record you just
added to the catalog.

Click Add Item.

Using the drop down fields, make any necessary changes to the Home
Location, Item Type, and Item categories.

If necessary, enter a price of the item.
Type in the item ID - 31000104453889.
Click Save.

Click Close.
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Exercise 10 — Loading bibliographic records using a report

1.

2
3.
4

o

10.
11.
12.
13.

14.
15.
16.
17.
18.

19.
20.

Navigate to the Utility toolbar.
Click the MARC Import wizard.
Open the Source gadget and select the Desktop button at the left.

Open the Cat folder on the computer desktop and select the file
named “Bibload.txt.”

Click OK.

Enter a destination name such as “test.” Avoid using special
characters and punctuation.

Click Import.

Click No to the question “Are there more files to upload?”
Use the X to close Notepad.

Click Cancel.

Go to the Reports toolbar.

Click the Schedule New Reports wizard.

Double-click the Load Bibliographic Records template report or
highlight it and click Schedule.

Click the Load tab.

Using the File to Load drop down, select the file you just uploaded.
Click Run Now.

Click Display Finished Reports.

If you report does not immediately appear, click the Refresh Report List
helper.

Double-click the finished report or highlight it and click View.

Click OK.
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Exercise 11 — Modifying a title

1.

2.
3.
4

10.

11.
12.
13.
14.

15.
16.

Cataloging

Navigate to the Cataloging toolbar.
Open the Titles group of wizards and click the Modify Title wizard.
Search for the first title of the records recently loaded into the catalog.

If more than one record matches your search, select the one you want
and click Modify Title.

In the Bibliographic tab, right-click on an existing tag in the area
where a 700 field should be added.

Click Add Field Before or Add Field After depending on where you
need to place the tag.

Type the tag number, 700.

Press the Tab key twice or click in the new Contents field for the 700
tag.

Enter your name as an Added Author.

Right-click on any unnecessary local 9XX tags or Undefined tags and
click Delete.

Click the Call Number/Item tab.
Enter a new Call Number.
Change the Class Scheme, if necessary.

Make any necessary changes to the item information such as Home
Location, Item Type, Item categories, and/or price.

Click Save.

Click Close.
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Exercise 12 — Using Item Group Editor

1.

B

10.
11.
12.
13.
14.
15.
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18.
19.
20.
21.
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Within the Cataloging toolbar, open the Call Numbers and Items
group of wizards.

Click the Item Group Editor wizard.
Click the Item Type gadget.

Double-click NEW-BOOK in the List to Choose from or highlight it
and click the right-facing arrow.

Click OK.

Click Search.

Click the Add All tool.

Click Create Group.

Type in the Group ID or select AUTO from the drop down.
Click Create Group.

Click OK.

Click Close.

Click the Item Group Editor wizard.

Click the Item/Group Search helper.

Type in the Group ID just created.

Click Manage Group.

Click Edit Items.

Using the Type drop down, select BOOK in the list.
Click Edit Items.

Click Close.

Click Close to exit the wizard.
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Exercise 13 — Creating a label template

1.
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22.
23.

Cataloging
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Within the Cataloging toolbar, click the Label Template wizard.
Click Add.

Type a Name for the template and click OK.

Click Modify.

Click the Page tab.

Using the drop down, change the Measurement Units to Inches or
Centimeters.

Verify Margins are set to 0.00.

Click the Label Set tab.

Under Dimensions, enter 3.09cm or 1.22” for the Width.
Enter 3.47cm or 1.37” for the Height.

Under Number, enter 6 Across and 8 Down.

Click the Label tab.

Click the Add Label button to populate the Label Set Preview area.
Under Positions, enter 0.09cm or 0.04” for the Top.

Enter 0.13cm or 0.05” for the Left.

Under Dimensions, enter 2.89cm or 1.14” for the Width.
Enter 3.32cm or 1.31” for the Height.

Under Text Margins, enter 0.25cm or 0.10” for Horizontal.
Enter 0.20cm or 0.08” for Vertical.

Within the Configure Element area, use the Type drop down and
select Call/ Copy.

Click the Value drop down and select Call Number*.
Change the Maximum Number of Lines to 5 or 6.

Click the Configure button below the drop down fields.
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24.
25.

26.
27.
28.
29.
30.
31.
32.
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Under Sample to Test, enter a call number valid for your library or
institution.

Using the options given, make any necessary changes to configure the
call number output.

Click OK.

Click Add Line.

Using the Type drop down, select Call/Copy.
Using the Value drop down, select Library*.
Click Save.

Click Return to List.

Highlight the template you just created and click Default.




Exercise 14 — Printing labels within a wizard

1. Within the Cataloging toolbar, open the Call Number and Item
Maintenance wizard.

2. Search for one of the following titles:

® The Da Vinci Code (FIC BRO)
® Encyclopedia of education (NEWT REF LB15 .E47 2003)
3.  Within the Call Number/Item tab, highlight the title.

4.  Click the helper with the printer and magnifying glass. This is the
Select an Item to Print Preview and Print One or More Labels helper.

5. Click Close.

6. Click Close.
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Exercise 15 — Printing labels in batch

1.

R
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13.
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15.

16.
17.
18.
19.

Navigate to the Reports toolbar.
Click the Schedule New Report wizard.
Click the Bibliographic tab.

Double-click the Print Custom Labels report or highlight it and click
Schedule.

Click the Item IDs tab.

Open the Item IDs gadget.

Type 30947000251302 and click Add.

Type 31070000042669 and click Add.

Type 31070000024360 and click Add.

Click Save.

Click the Label Template tab.

Using the Label Templates drop down, select the appropriate label.
Click Run Now.

Click Display Finished Reports.

If your report does not immediately appear, click the Refresh Report
List helper.

Double-click the finished report or highlight it and click View.
Uncheck the box next to View Log.
Click OK.

Use the “X” to close out of the print preview. Do not print the labels.
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Exercise 16 — Transferring items

1.

o

10.
11.
12.

Cataloging
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Navigate to the Cataloging toolbar and open the Special group of
wizards.

Click the Transfers wizard.

Search for the title The Da Vinci code.

Click Add to Tree.
Click the + sign next to the title.
The + signs next to each call number for the two libraries.

Highlight the first two copies under the ARROWOQOD library call
number. (Use your Ctrl key to highlight both of them.)

Click Retain for Transfer.
Highlight the CAFFEY call number.
Click Transfer.

Click OK.

Click Close.
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Exercise 17 — Binding titles

1. Within the Cataloging toolbar, open the Special group of wizards.
2.  Click the Bound-withs wizard.

3. Search for the title The origin of the species by means of natural
selection.

Click Add to Tree.

Search for the title The portable Darwin.

Click Add to Tree.

Highlight The portable Darwin.

Click Retain for Linking.
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Click the + sign next to the title The origin of the species by means of
natural selection.

10. Highlight the Item ID of the record.
11. Click Link.
12.  Click OK.

13. Click Close.
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